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CONFIDENTIAL | 


REGULATION RECORDS 
11 December 1956 


RECORDS MANAGEMENT 


SYNOPSIS: ‘This regulation provides for a con- 
tinuing Agency Records Management Program to 
control and improve records from their creation 
or receipt to their disposition. 


Rescission: [ _|aatea 14 July 1951 
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1. GENERAL 


a. SCOPE 
All record material of the Agency is encompassed by this regulation, including 
that transmitted electrically. 


b. RECORD MATERIAL 

For the purpose of this regulation, record material is defined as: all books, 
papers, maps, photographs, films, recordings, or other documents and material 
regardless of physical form or characteristics, made or received by any part 

_ of the Central Intelligence Agency pursuant to Federal law or in connection 
with the transaction of public business and preserved or appropriate for preser- 
vation by CIA or its legitimate predecessor or successor organizations as evi- 
dence of the organization, functions, policies, personnel, decisions, procedures, 
financial or legal transaction, operations, or other activities or because of the 
informational value of data contained therein. “Records” and “record mate- 
rial” may be used interchangeably. 


c. RECORDS MANAGEMENT PROGRAM 
The Records Management Program consists of the elements listed and described 
below: 

(1) Reports Management — The analysis, improvement, and control of admin- 
istrative reporting. 

Correspondence Management — The application of improved standards and 

procedures for the preparation and handling of correspondence. 

(3) Forms Management — The analysis, design, and control of forms. 

(4) Records Maintenance — The establishment of standard procedures, systems, 

equipment, and supplies for records maintenance. 

Records Disposition — The economical and systematic disposition of Agency 

records including their preservation, retention, transfer, protection, and 

disposal according to approved schedules. 

(6) Vital Materials — The timely selection, transfer to, and maintenance in an 
Agency designated repository of record materials, documents, and files 
which are essential to the continued operation of CIA in an emergency 
and the destruction of which would constitute a serious or irreplaceable 
loss. 
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2. POLICIES 


The Agency Records Management Program shall be administered on a decentral- 
ized basis through Major Component* programs governed by the following policies: 


* Major Components are the Offices of the Deputy Director (Plans), Deputy Director (Intelligence), 
and Deputy Director (Support). 
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a. Iecords shall be made and preserved to provide adequate and proper documen- 
tation of the organization, functions, policies, decisions, procedures, and essen- 
! tial transactions of the Agency. Such records shall be designed to furnish the 
information necessary to protect the legal and Ananeial rights of the Govern- 
ment and of persons directly affected by the Agency’s activities. 


b. Measures shall be taken to insure that essential records are created and main- 
tained by the most efficient and economical methods. 


c. Measures shall be taken to insure that nonessential records, reports, and forms 
are not created, 

d. Records essential to emergency operations of the Agency shall be promptly and 
currently deposited at a relocation site. 


c, The Agency Records Center shall be a facility for storing, processing, and serv- 

icing of semiactive or retired Agency records, and will serve as an Agency 
i archival facility. The Records Center shall be compartmented and controlled 
in such a manner that the defense classification or sensitivity requirements of 
! the operating components are honored. 


f. Records control schedules shall be developed to identify and preserve records 
of permanent value; to provide for the scheduled removal of noncurrent rec- 
ords from office space and filing cquipment to more economical storage; and 
to provide for the scheduled destruction of records of temporary value. 


3. RESPONSIBILITIES 


‘ a. CHIEF, RECORDS MANAGEMENT STAFF 

The Chief, Records Management Staff, is responsible for: 

(1) Staff guidance, assistance, and coordination of the Agency Records Man- 
agement Program by providing broad plans, policies, standards, and guides. 
Providing forms analysis, design, and reference services and for approving 
new or revised forms and requests for reprints. 

Reviewing and approving records control schedules and requests for equip- 
ment, services, and supplies to the extent necessary to assure compliance 
with Records Management Program requirements. 

Providing technical guidance to the Records Center and Vital Materials 
Repository. 

Maintaining Agency liaison with the National Archives and Records Service, 
General Services Administration, and other Federal and private organiza- 
tions on records management matters. 

(6) Review of the component Records Management Programs. 


b. DEPUTY DIRECTORS 

The Deputy Directors are responsible for: 

(1) Establishing, directing, and maintaining CIA component Records Manage- 
ment Programs consisting of the elements referred to in paragraph ic, and 
guided by the broad plans, policies, standards, and guides promulgated by 
the Records Management Staff. 

Maintaining such Maison with other offices of the Agency as is required in 
the performance of component records management responsibilities. 
Designating an individual who will be responsible for the development and 
administration of the respective component Records Management Pro- 
grams. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
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27 September 1951 


MEMORANDUM TO; Deputy Director (Administration) 


SUBJECT: CIA Regulation no.[ | Records Managenent 


REFERENCE; Memorandum dated 19 September 1951 from the Chief, Administrative 
Services, to the Advisor Zor, Management. 


1. Paragraph C.(5) of CIA = No| __]aatea 14 guly 1952 
states: “ i 


"Storage, maintenance: and indexing of all vital material re- 
ceived at the repository: ‘will be the responsibility of the chief 

of the filed installation where the repository is located." 

2. Prior to the isstiance of Regulation No.L__| the subject of the 
authority of the Resident.Mandger,[-—~—~—~—~SCS<~;«7<;7;3;C;<«*#;‘ a thoroughly 
discussed and it was understood. that, like any other field station chief, he 
would take policy direction frou CLA headquarters, which, in this case would 
be the Chief, Administrative Services. The published regulation does not 
differ in any way from the draft : ‘pigned by the Chief, Administrative Services. 


nH 


3. It appears to this Office that to revise CIA Regulation No...__Ito 925X1A 


rovide that employees at the repository would be under the jurisdiction of the 
25X1A —— security and personnel administration only would 
place the Reside nager in an impdéssible situation in that he would not have 


|25X1A 


proper ccna over his installation... 


hk, It! is recommended that a memorandum, Clarifying the position of each, 
be addressed jointly to the Chief, Administrative Services and the Resident 
Manager, C and that no change be made in CIA Regulation No. 
c 25X1A 


25X1A 


Advis r for Management 


Attch. 
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27 September 1951 


MEMORANDUM TO: Deputy Director (Administration) 
SUBJECT; CIA Regulation wof | Records Management 


REFERENCE: Memorandum dated 19 September 1951 from the Chief, Administrative 
Services to the advisor for Management. 


1. Paragraph C.(5) of CIA Regulation tof __ |aatea 14 July 1951 
states: 


"Storage, maintenance and indexing of all vital material re- 
ceived at the repository will be the responsibility of the chief 
of the filed installation where the repository is located." 


2. Prior to the issuance of Regulation No. the subject of the 
authority of the Resident Manager, was thoroughly 
discussed and it was understood that, like any other field station chief, he 
would take policy direction from CIA headquarters, which, in this case would 
be the Chief, Administrative-fervices. The published regulation does not 
differ in any way from the-draft-signed by the Chief, Administrative Services. 


3. It appears to this Office that to revise CIA Regulation No.[]to 


provide that employees at the repository would be under the jurisdiction of the 


Resident Manager[_ | for security and personnél administration only would 


place the Resident Manager in an impossible situation in that ne would not have 


proper comuand over his installation. 


4. It is recommended .that..a.memorandum, clarifying the position of each, 


be addressed jointly to the Chief, Administrative Services and the Resident 
Manager ["] and that no change be made in CIA Kegulation of | 25X1A 


[| 25X1A 
visor for Management 


Attech. 


O<M/is 


Ce’, subject 
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Office . emovrandum ¢ UNITED STATES GOVERNMENT 


TO : DATE: 
FROM 
SUBJECT: 


Tn 050 this position is presently held as an additional duty 
by the Chief, TM, a GS-12, To be seriously performed an effective, 
however, it should be a senarate and distinct function at the GS-12 
level or higher, Unless this is done, 0S0 will continue to combine 
the two functions of Chief, IID and Area Records Officer 


25X1A 


Dep. Chater, Admin Staff 
In Ole Wc Rosy hon \¢ Lad at aay AS Ow 


Oddy Tiana G. GS I Laue. 
Se a 70% SG Riied os re R 


oer Fe resi 4 as a See arate ates 
ber GS Nos GS te | 


f 
} 
f 
| 
i 


25X1A 


! 
oe | _ Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 00130011-8 


ILLEGIB 
Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8 


Next 3 Page(s) In Document Exempt 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8 


25X1A 


Approved For Release 20 Miki LSA Bp -00728R0001001300 


Chief, Administrative Services 11 April 1952 25X1A 
Acting Chief, Records Control Section 


Liaison Contacts 


lL. Therm should be a change in wording in Contre], Intellipence Agency 
Ropulation ie, Paragroph D. (2), dealing with liaison responsibilities. 
This paragraph states that the CIA Records Officer will serve ss the CIA 
Idaison to the . . . Burenu of the Budgot on records problons, 


2. This wording was ineluded in carlier writings of the duties of the 
CIA Records Officer becauso inter-agency transfere of custody of records were 
required by Exoeutive Order to be submitted by the arency records officer 

to the Burenu of the Budget for clearance. This had been superseded by 

Public Law 754 which charges the Administrator, General Services Administration, 
with promulreting regulations for such trensfers. The CIA Records Officer 

now deals with the Director, Records Management Service, an official of the 


National Archives and Records Service, General Services Administration, 


3. Continuing liaison to handle CIA records problems was originally 
established by OCD betwoen the CIA Records Officer and the National Archives 
and Records Service. All analysts in the Records Control Section may be 
involved in such contacts, 


4. The Idaison Division, OCD channels liaison problems with other 

agencies on Records Management matters to the Records Control Section. 

OCD makes initiel liaison arrangements in accordance with CIA Remilation 25X1A 
to permit direct contact between the CIA Records Officer and officials of 

the agencies concerned. 


5. To prevent possible cozfvsion with the intent of Repulation. 25X1A 
which assigns all liaison with the Bureau of the Budget to the Comptroller, . ° ~ 
it is reconmended thnt the words "Burenn of the Budget” be deleted from 
paragraph D. (2) of Regulation 


6, It is recomiended,also, thnt there be added to Rerulation[_] ...-: 25X1A 
a statement with respect to linison on records problems to read as follows: ; 
The CIA Records Officer, Administrative Services Office will arrange for 
or conduct operational liaison with the National Archives and Records Service 
h it t - (See Regulati 
in connection with its functions, (See Regulation] | sean 


[| 26XiA 


25X1A. 


ce: Memt Office ——~ 
CIA Records Officer 
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de A procedure has been written for the processing and 
depositine of vitel documents which has been subaltted to you for 
approval through the Adviser for Vanagenent. The preeedure assumes 
the astablishment of area records officers in each CIA activity in 
the departuontal aren, incerperates forms required for the purpose 
of control, and includes the ase of an Tht system of controlling the 
documenta, Locating of docusente, and the running off of periodic 
inventorios of doouwtnte on hand. 


8 The proposed procedure which has aot yes been approved \ 
algo includes deposits by area records offiners and the GIA tal / 
Decuments “ificer on Fridey of mach week, This orogram has been gube 
stantially carried’ oube 


fy In cooperation #ith the tlesident “anager off] space 
hag heen selected into which all vital document Miles, incleding thoze 
at [| can be moved. The space selected will provide adequate 


roon for oxpansion until the completion of the vault at (_] for this  25x1/A 


PULP POSE 


fe A§ 1/0 of 3 employees will be required te pring the vital 
deauments progras uo to date te continae Lt on = current hesis. These 
positions should be a Custodian, (-12; a Glork, ‘eh; and a Tabulating 
Hechine Cgerstor, (teh. This, of course, waeieade to you verbally on 
Saturday, 2 dune 19S]. A cuetodian has heen tentatively selected 
pending the setablishment of thie pavition. 


3. As indicate! shove, there is ne proredure or other means 
hy which an exact report can be made on the present etatus of this 
program, 2% can only be said that all offices ate now participating 
im this program snd are regulerly depositing material. with the GIA 
Vital veterlels officer, wlth the exception of the following: 


a The hirector of Central Ustellieence 

he The Depuby Ttreoter of CLA 

co The teputy idrerter for Mane. 

a, ledieal, Procurawent, ard Training offiees ander 
the Necnty Mirector for Adainistration 

a. The (ffiee of National Estimates (Hetional tstimetes 
reports are being depotited through the channels ef 6Ch} 

f. Offiee of Intellivence Coordination 

ge Office of Current Intellirence = OCT hag not been 
satisfied with the security #t Yedgeneck and has 
delayed the depositing of their material until better 
security arrangements are made at either Hedgeneck or 
WG, That office has made some deposits and ie pre- 
pared to nake additional deposite in the next few days. 


Rach of the above offices hag been contacted in regard to the matter 
and will bring their deposits up to date. (fxeapt the Gffice of the 
Mirecter and 211 Hapties) 

aa 

CORET 


a 
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ith respect to most of the other offices mentionnd above, 
although in most inetances subordinate xotivitdes are depositing 
waterial, it would sown thet sows consideration should be given 
to the program by the [ffiee of the Direetor and the offices of 
the three Deputy Directors concerned, This question ie rainaad 
for polioy determination am to whether these offices will particle 
pate in this program and Lif so, to whet extent. | 


_ ke & fora for the purposes of reporting the etatus of the 
vital materials prorran ie new bolng developad, and it is believed 


thet future reports can be limited to one pave aith very little 
verbal degeription of the status, 


MIMevm 
ce: chrono 


Vit, Mat, Program 


SEGRET 
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Orfice Memorandum ° UNITED STATES GOVER} ites a 
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STANDARD FORM NO. 64 pede | 


TO ? Chief, Administrative Services DATE: 11 May 1951 


FROM : Advisor for Management 


SUBJECT: Revision of the Administrative Services Office T/O. 


as above, and subsequent conferences related thereto, the under- 
25X1A signed approached Mr.[__—s«d|’: regarding certain concepts of the 


ll 
1. Responsive to your memorandum dated 1 May 1951, subject 
Vital Documents Program. 


25X1A 2. Mr.[ |] has made the following determinations 
relative to your proposals: 


25X1A . The CIA Vital Materials 
Officer will render technical guidance through the 
instrumentality of Agency directives addressed to the 
Resident Manager. 


b. Visits to the repository will be at the dis- 
cretion of the CIA Vital Materials Officer. No one 
may send or take material to the repository otherwise. 


c. Decisions as to whether or not documents are 
vital will be the primary responsibility of the 
originating office. The CIA Vital Materials Officer 
will render assistance to the Area Records Officers in 
arriving at such decisions. Where agreement cannot 
be reached through such means, the CIA Vital Materials 
Officer will refer the matter to higher authority for 
decision. 


3. The above decisions by Mr.[ | wid of course require 25X1A 
revision of the attached papers which you submitted to this Office. 
In effecting this revision, it is suggested that you consider in 
addition the following points: 


a. Establishment of an intermittent file in 
Washington for the temporary retention of vital 
documents pending transfer to the repository. 
Such a concept would assume continuous flow from 
the submitting offices to the intermittent file. 


b. Inventory reports can be rendered by the Cus- 
todian at the discretion of the Vital Materials Officer. 
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Because the Vital Materials Officer should have on file 
in his immediate area information as to the exact con- 
tents of the repository at any given time, you may con- 
sider it unnecessary to require periodic inventory 
reports by the Custodian. 


c. The foregoing revisions will require parallel 
revisions in your proposed Agency Regulation. Our 
issuance control officer, Miss [sd will be 
pleased to assist you in determining which portion 25X1A 
of your proposed instructions should go in an Agency 
Regulation and which portion should appear in an 
Agency Notice. 


ad. <As previously agreed, it is suggested that 
you list the positions proposed in the Vital Materials 
Section under the Records Analysis Section, thereby 
combining the two. 


4, Upon completion of the above and submittal of your plan 
25X1A to Mr. [____ for approval, it is suggested that you discuss with 
him the necessity for increasing your T/O above the now approved 
strength of Thus, separate action is suggested for the six 
additional positions for Records Management. 


25X1A 


Attachments: Memorandum dated 5/1/51 
with 2 attachments. 
Charts 1, 2, and 3. 
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18 April 1951 


SUBJECT: Operating Procedure for Vital Materials Program ~ 
(Not Including Repository) 


1. PURPOSE: The purpose of this procedure is to institute a program for 
the orderly deposit of vital materials in a repository 
for safe keeping. 


26 SCOPE: The program will include all vital materials, such as doou~ 
ments, records, and equipment pertinent to the activities 
of the organizational components of CIA, i.e., on the staff, 
operating, and administrative levels, 


3 DEFINITIONS: Explanation of several terms used in this procedure is 
provided ag follows: 


a Vital Materials - Vital materials are those specific 
items of security in the possession of CIA, which 
are essential to the administration of the agency's 
functions on a continuing basis and which, in the 
event of destruction, would constitute an irreplace- 
able loss, 


b. Area Records Officer - An Area Records Officer is a 
responsible individual who, through authority delegated 
by his superior(s), 1s empowered to act in all matters 
pertaining to vital materials within his jurisdiction, 


c. Cia Vital Materials Officer - ‘The CIA Vital Materials 
Officer is the Chief, Records Management and Distri- 
bution Branch, General Services Division, Administrative 
Services who, through authority delegated by his superior(s), 
is empowered to coordinate the vital materials program for 
all activities on an operating basis. 


d. The Repository - The repository is a place where vital 
materials will be stored for safe keeping. 


e. Custodian of the Repository - The Custodian of the 
Repository (hereinafter referred to as the Custodian) 
is a responsible individual who, through authority 
delegated by his superior(s), is empowered to administer 


the functions of the Repository. 


f. Office of Origin - The term "Office of Origin" is any 
office holding custodial jurisdiction over certain vital 
materials which, pursuant to the purpose of this progran, 


should be moved to a place of safe keeping. The term may 
be construed as synonymous with "Office of Primary Interest." 


Lh, CATEGORIES OF VITAL MATERIALS: Appendix A, Charts 1, 2, and 3 comprises 
a tabulation of the several categories of vital materials by 
office of origin. Adherence to an organizational and functional 
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listing of vital materials is necessary not only as part 

of an overall agency records control program, but also to 
preclude unnecessary duplication of effort in costly repro- 
duction processes. 


5. OBJECTIVES: Listed in the order of logical saquence, the objectives of 
the program are gicht in number; 


a. The determination of a safe storage for vital materials 
in a repository, 


b. The direct deposit of certain types of vital materials 
in original form, 


c. ‘The indirect deposit of selected vital materials which, 
to meet administrative or operational needs, cannot be 
deposited in original form, thus requiring duplication 
to assure preservation, 


ad. The physical transfer of vital materials under proper 
security protection to the repository, 


e, The maintenance of periodic and scheduled deposits to 
assure the availability of vital materials in the 
repository on a current basis, 


ft, The filing and storage of vital materials under a system 
that provides appropriate reference codification. 


8 The disposition of those vital materials which have become 
non-record or non-current for reference purposes by 
replacements or other expiration of their use, 


h. The submission of periodic inventory reports to offices 
of origin by the custodian of the repository. 


6. DEPOSIT SYSTEM: The deposit system will entail two (2) methods of 

depositing vital materials in the repository, The first, a 
direct method will be used when offices of origin plan to 
store in the repository for safe keeping certain types of 
vital materials such as registered or other documents, and 
record series groups in original form or equipment of high 
security classification, The second, an indrect method will 

be employed when offices of origin desire to hold vital 

= materials in original form for administrative or operational 
reasons and plan to store reproduced copies thereof for safe 
keeping. The indirect method may also be construed as flexible 
to permit the holding of vital materials in duplicated form, 
if desired, and the depositing of the originals. . 
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& Reguirements - The requirements under this system are 
provided ag follows: 


(1) Planning the flow of vital materials to the 
repository on a scheduled basis, 


(2) Scheduling the reproduction operations, 


(3) Maintaining the quality and identification 
of the duplicated materials, 


(4) Completing the physical transfer of the materials, 


(5) Arranging for the security protection of the 
materials while in transit. 


be. Deposit Schedule ~ Effective 1 May 1951, the following 
schedule of deposits will be maintained by all CIA 
offices to store vital materials in the repository: 


(1) Direct Deposits - Once each month pursuant 
to schedules to be fumished by the CIA Vital 
Materials Officer through whom arrangements may 
be made for transportation, security, and other 
essential details, 


(2) Indirect Deposits - On Friday of each week, 
pursuant to schedules to be furnished by the 
CIA Vital Materials Officer listing the several 
CIA offices on a staggered basis. 


c. Visits to Repository - ‘The Area Records Officer, having 
vital materials to deposit, will accompany the CIA 
Vital Materials Officer to the repository on the 
scheduled dates of deposit. 


Gd. Report - Any Office of Origin, not having vital materials 
to deposit on the scheduled dates of deposit, will 
make advance negative reports in writing to the CIA 
Vital Materials Officer, 


7. ORGANIZATION: The organizational framework essential to implement the 
program will entail the close cooperation of three operating 
elements, identified individually as follows; 


a An Area Records Officer for each office -- on the staff, 
operating, and administrative levels, 


b. OCIA Vital Materials Officer -- Administrative Services. 


c, The Custodian, 


cand 
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8. FUNCTIONS: The operating elements will perform the following functions, 
' Yespectively: 


Be 


be 


Area Records Officer -- The Officer will; 


(1) Select, prepare, and identify vital materials as authorized 
for transfer directly from the office of origin to the 
repository. 


(2) Select, prepare, and identify vital materials pursuant to 
predetermined schedules for transfer indirectly from the 
office of origin through the CIA Vital Materials Officer 
to the repository, 


(3) Prepare and initiate CIA Form No. "Transfer Slip", 
as appropriate. 


(4) Hold vital materials to be transTerred in suspense file 
pending date of scheduled deposit, 


(5) Accompany CIA Vital Materials Officer to the repository 
on dates of scheduled deposits, 


(6) Make physical deposits of vital materials in repository, 


(7) Bring to the attention of the Assistant Director or Chief 
any changes in the inventory that have occurred since the 
previous quarterly report. 


(8) Consult with the CIA Vitel Materials Officer on a continuing 
bagis on matters pertaining to vital materials under his 
jurisdiction. 


(9) Initiate, execute and process forms, certificates, and 
reports prescribed herein as warranted, 


CIA Vital Materials Officer -= The Officer will advise and assist 

Area Records Officers on a continuing basis on matters pertaining 

to vital materials and will coordinate the Vital Materials Program 
on an operating. basis by: 


(1) Preparing and furnishing schedules, and completing arrange- 
ments for the physical transfer of vital materials directly 
from offices of origin to the repository, 


(2) Preparing weekly and/or monthly schedules, and completing 
arrangements for the physical transfer of certain duplicated 
vital materials indireatly from the several offices of origin 
to the repository, 
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(3) Follow up on schedules to insure that offices are 
forwarding vital materials on a continuing basis. 


(4) Duplicating vital materials where original. copies 
cannot be deposited, and establishing schedules therefor. 


(5) Inspecting quality of duplicating processes used for 
vital materials. 


(6) Completing CIA Form No, "Transfer Slip" as appropriate. 


(7) Making scheduled visits to the repository for the deposit 
of vital materials. 


(8) Maintaining control file of receipts for duplicated vital 
materiale signed by the Custodian upon deposit in the 
repository. 


(9) Procuring of personnel and equipment essential to 
implement the vital materials program with respect 
to indirect deposits, 

ce Custodian -- The Custodian will: 


(1) Receive, verify and receipt for vital materials deposited 
through the CIA Vital Materials Officer, 


(2) Complete CIA Form No, "Transfer Slip", as appropriate. 
(3) Establish and maintain an appropriate reference system 

that will provide broad codification to facilitate access 

to vital materials, 


(4) Prepare and furnish periodic inventory raporta to the 
several offices of origin. 


(5) Complete destruction or return of vital materials to 
offices of origin, as directed, 
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9. CONTROL OF VITAL MATERIALS «- The following procedure is prescribed 
for the control of Vital Material: 


a. Transfer Slip= CIA Form No. "Transfer Slip" (See 
Appendix 5) has been devised as a basic means of 

establishing administrative control over vital materials 
flowing to the repository by both diract and indirect 
| methods of deposit, This is a four-part manifold 
form which provides for the recording of specific 
control data by each of the three oporating elements, 
respectively, as follows: 


(1) The Area Records Officer «= The Officer will initiate 

the form, recording in the spaces provided essential 
identifying data such as offiee.of origin, date, 

: deposit number, description of material, date and 

number of pages, and also the deposit method, 

retention period and replacement data, 


(2) Vital. Materials Officer -- The Officer will complete 
the spaces provided for reproduction data such as 
reel number, frame number, date and also, record 
the transfer date and any special instructions. 


(3) The Custodian «~ The Custodian will complete the 
spaces provided for the storage numbers i.e, cabinet 
and drawer and, subsequently, the disposition dates 
for either the destruction or return of the vita 
materials to the office of origin, $i. 


b. Deposit Numbers ~- Each Area Records Officer will maintain 
a separate series of deposit numbers in numberical sequence, 


c. Distribution of Copies -- Fach copy of the form reflects tha 
required distribution and, thus, is self-explanatory. 
ach Area Records Officer will maintain a control file of 
copies Numbered 1 and 3. Copy Number 1] will be placed in 
the control file before the vital materials are moved to the 
repository. Copy Number 2 will be fastened securely to 
the material and remzin therewith while in storage. Copies 
Numbered 3 and 4, will be taken to the repository by the 
Area Records Officer where the Custodian, after executing the 
receint (Copy Number 3), for indirect deposits, will place 
copy Number | in his control file. The foregoing will 
apply to both direct and indirect methods of deposit except 
that in the case of indirect deposits, the Area Racords 
Officer will not separate tha copies of the form for 
distribution until after reproduction operations have been 
completed, 


of HET 
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do Receipt -~ The Custodian will execute the receipts 
for Indirect deposits, However, as he will have no 
knowledge of the contents of direct deposits he will 
not be required to receipt therefor nor compile 
reports of possession thereof, 


10, Identification ot Vital Materials «= The identification of vital 
materials is prescribed as follows: : 


a. Title page -~ All materials recommended for storage as 
vital will reflect the Office of Origin, the long 
and short title and serial number which will conform 
with the file series established for each office 
respectively, as provided in Anpendix B. The word 
"vital" will appear on the outside cover of all 
materials, Where the material concerns a document, 
as such, the data prescribed above will appear on the 
title page (inside front cover), and each succeeding 
volume of a multi-volume document will bear a separate 
short title, Where the materials entail records only, 
the subject matter of each. group in the records series 
will be substituted for the "tite" as appropriate, 
Where the material comprises equipment, the name, make 
and model number will suffice for the "title", 


b. Correspondence and Reports ~ All references to vital 


materials in possession, inventory or tranefer, such 

as reports, reports of destruction, or correspondence 
will be by serial number, date and short title only. 

in using a short title every symbol of the short title 
Will be included, Any correspondence on paper which 
refers to vital materials by titles other than the 

Short titles will be assigned a minimum security classi- 
fication of SECRET, i.0., if the reference discloses 
that the material is vital. 


c. Revision of Vital Materials - A revised edition of existing 
vital materials may be assigned a new short title but, 
where this is undesirable, the old short title followed 
by a symbol which will differentiate the revised edition 
from the old is permissible. 


d. Reproduction = Reproduction of vital materials in whole or 
part is forbidden except by specific authorization of 
the office of origin. When authorized, reproductions 
will show the reproducing office, authority for such 
reproduction, and the number of copies reproduced, In 
addition the office of origin will be notified, 


SPORE Y 
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e. Transfer of Vital Materials «- When vital materLals ars trans- 
ferred from one office of origin to another, or the 
organization's designation changes, a certificate of 
transfer wlll be made in triplicate by the assignee or the 
successor organization. The certificate will be signed 
by the Area Records Officer transferring the material. The 
original and one copy will be forwarded to the CIA Vital 
Materials Officer who in turn will forward both copies to 
the Custodian of the Repository for recei and acknow~ 
ledgement. A copy of the certificate of vansfer will 
be retained by each office concerned, 


f,. Destruction of Vital Materials ~ Normally, the Office of 
Origin will designate when vital materials arc to be 
removed from the repository and destroyed. The Custodian 
will be responsible for the disposition of vital materials 
which are to he destroyed at the repository. In this 
responsibility, he will adhere to CIA Security Regulations 
covering the destruction of classified material. A copy 
of the certificate of destruction will be forwarded to 
the Office of Origin and to tho CIA Vital Materials 
Officer for record, 


11. Inventory of Vital Materials 


a. The Custodian will maintain a master inventory of all vital 
material by Office of Origin and will make, or have made, 
each quarter of covery year, an: accurate return thereof to 
each of fice coneerned, respectively. 


bh. In making the quarterly report of possession the following 
detalles will be observed: 


(1) Yach item will be physically inspected and its 
sorial deposit number checked with the inventory. 


(2) The custodian of the repository will take the 
inventory and will sign the report, 


ce. A quarterly report of possession will not be required for: 


(1) Vitel Materials which have been received, subsequently 
destroyed, and a destruction report rendered 
thereon within a single quarterly period. 


(2) Materials which have been placed in the repository 
for historical purposes only, with the express 
approval of the Custodian, 


| 
| 
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lé, SECURITY = Classified vital materials will ba transmitted in 
accordance with pararraph 29 of CTA Security Rergulitions. 


a. Transmiesion of Vital Materials - The transmission of vital 
materials wlll be effected by direct contact wherever 
practicable, Responsible officers of the three op»rating 
elements will provide security of transmission from one to 
another. Vital materiale enroute to the Repository will be 
protected by an armed courler, 


b. Storage of Vital Materials = Vital matorials will be stored 

in three way combinstion safes when in possession of any 

of the three operating elements 1.6. where not in transit 

or other process. Safes containing vital materials will be 
kept locked with full combinations whenever they are not 
under the direct supervision of the officials intrusted with 
the combinations, respectively. 


(1) Gryptographic Documents = Cryptographic documents, 
eo far as practicable, cipher tables, alphabets 
and keys will not be kept in the same safe as 
Classified code books, documents and devices to 


which they apply. 


Cc. Access to Safes = In addition to the Gustodian the only 
officials authorized to have access to the vaults and to 
have the combinations, keys and access to the safes housing 
vital materials at the Repository are desipnated as follows: 


(1) The CIA Vital Materials Officer 
(2) The Area Records Officer of Interest 
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REGULATION, RECORDS 
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cele imines 
SYNOPSIS: This regulation provides for a con- 
tinuing Agency Records Management Program to 
control and improve records from their creation 
or receipt to their disposition. 


Reseission: | _—| dated 14 July 1951 
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1. GENERAL 


RB PANTPRR EAL LE vant 
a. SCOPE 


hehe PARES AY 


All record material of the Agency is encompassed by this regula- 
tion, including that transmitted electrically. 


b. RECORD | MATERTAL 
For the purpose of this regulation, record material is defined as: 
all books, papers, maps, photographs, films, recordings, or other 
documents and material regardless of physical form or characteristics, 
made or received by any part of the Central Intelligence Agency pur- 
suent to Federal law or in connection with the transaction of public 
business and preserved or appropriate for preservation by CIA or 
its legitimate predecessor or successor organizations as evidence 
of the organization, functions, policies, personnel, decisions, 
procedures, financial or legal transaction, operations, or other 
activities or because of the informational value of data contained 
therein. "Records" and "record material" may be used interchangeably. 


C. RECORDS MANAGEMENT PROGRAM 


The Raccvas Management Program consists of the elements listed and 
described below: 


(1) Reports Management--The analysis, improvement, and control of 
administrative reporting. 
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| (2) Correspondence Management--The application of improved stend- 
ards and procedures for the preparation and handling of 
correspondence. 


(3) Forms Management--The analysis, design, and control of forms. 


(4) Records Maintenance--The establishment of standard procedures, 
systems, equipment, and supplies for records maintenance. 


! (5) Records Disposition--The economical and systematic disposition 
of Agency records including their preservation, retention, 

| transfer, protection, and disposal according to approved 

| schedules. 


(6) Vitel Meterials--The timely selection, transfer to, and main- 
tenance in an Agency designated repository of record materials ': 
documents, and files which are essential to the continued oper- 
ation of CIA in an emergency and the destruction of which would 
constitute a serious or irreplaceable loss. 


2. POLICIE 


The Agency Records Management Program shall be administered on a de- 
centralized basis through Major Component* programs. governed by the 
following policies: ; 


a. Records shall be made and preserved to provide adequate and proper 
documentation of the organization, functions, policies, decisions ) 
procedures, and essential transactions of the Agency. Such records 
shall be designed to furnish the information necessary to protect 
the legal and financial rights of the Government and of persons 
directly affected by the Agency's activities. 


b. Measures shall be taken to insure that essential records are created 
and maintained by the most efficient and economical methods. 


¢. Measures shall be taken to insure that nonessential records, reports, 
and forms are not created. 


LEGIB” 


Major Components are the Offices of the Deputy Director (Plans), 
_ Deputy Director (Intelligence), and Deputy Director (Support). 
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Records essential to emergency operations of the Agency shall be 
promptly and currently deposited at a relocation site. 


The Agency Records Center shall be a facility for storing, proc- 
essing, and servicing of semiactive or retired Agency records, 

and will serve as an Agency archival facility. The Records Center 
shall be compartmented and controlled in such a manner that the 
defense classification or sensitivity requirements of the oper- 
ating components are honored. 


Records control schedules shall be developed to identify and 
preserve records of permanent value; to provide for the scheduled 
removal of noncurrent records from office space and filing equip- 
ment to more economical storage; and to provide for the scheduled 
destruction of records of temporary value. 


CHIEF, RECORDS MANAGEMENT STAFF 
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The Chief, Records Management Staff, is responsible for: 


(1) Staff guidance » assistance, and coordination of the Agency 
Records Management Program by providing broad plans » policies, 
standards, and guides. 


(2) Providing forms analysis, design, and reference services and 
for approving new or revised forms and requests for reprints. 


(3) Reviewing and approving records control schedules and requests 
for equipment, services, and supplies to the extent necessary 
to assure compliance with Records Management Program requirements. 


(4) Providing technical guidance to the Records Center and Vital 
Materials Repository. 


(5) Maintaining Agency liaison with the National Archives and 
Records Service, General Services’ Administration, and other 
Federal and private organizations on records management matters. 


(6) Review of the component Records Management Programs. 
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b. DEPUTY DIRECTORS 
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The Deputy Directors are responsible for: 


(1) Establishing, directing, and maintaining CIA component Records 
Management Programs consisting of the elements referred to 
in paragraph le, and guided by the broad plans, policies, 
standards, and guides promulgated by the Records Management 
Staff. 


(2) Maintaining such liaison with other offices of the Agency as 
is required in the performance of component, records management 
responsibilities. 


(3) Designating an individual who will be responsible for the 
development and administration of the respective component 
Records Management Programs. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
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Office Memorandum : uNED STATES GOVERNMENT 


TO ; Chief, Regulations Control Staff DATE: 5 November 1956 
FROM : Chief, Records Management Staff 

25X1A 
SUBJECT: Proposed Regulation, Numbe ords Management 


(Job No. 705-VJB) 


lL. All comments on the subject memorandum have been incorporated, 
resolved, or withdrawn as described below; 


DeI-Cable Secretariat - Reference, Paragraph 2 (renumbered 1) _. 
Mr. Reynolds agree O withdraw his comment. 


DD/I - 4, Line 2 (renumbered 2a4) Mr. 
5X1A comment could be withdrawn 5 
2 vision 0 18 paragraph does not require that the 


Record Center be the only storage facility for inactive Records. 


Office of Logistics - Miss[ tated that © 25X1A 
the regulation does not include the details needed to operate the 
program, but they have agreed that the revision is acceptable to 
them as a charter for the program. Their specific comments were 
resolved as follows: 


Paragraph 2a (renumbered la) - The exception for DD/P 
records was eliminated in the revision and their comment 
was withdrawn. 


Paragraph 3a (renumbered 2a) - The term, "Area," was = 
eliminated in the revision which was acceptable. 


Paragraph 4a3 (renumbered 3a3) - Comment was withdraw 
when it was pointed out that this regulation only provides 
the authority for release of such notices as specified in the 
original comment. 


Paragraph 4a5 (renumbered 3a5) - This comment was dos 
withdrawn when it was pointed out why no exemption was needed. 


Paragraph 4b2 (renumbered 3b2) - Comment was withdrawn 
upon agreement that it was not appropriate for inclusion 
in this regulation. 


Office of General Coun§@1 - The phrase in question was eliminated ¢- 
and Mr. agree at the regulation was --acceptable. 
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Office of Training - The cific comments were resolved with 
5X1 me [es tontons: 


Paragraph 2b7 (renumbered 1b7) - Acceptable revision ~° 
made. 


Paragraph 3a3 (renumbered 2a3) - Acceptable revision 
made. 


at 


Paragraph 3ah (renumbered 2a4) - Acceptable revision 
made. 


Paragraph 4al (renumbered 3al) - Revised as suggested | 


Paragraph 4a (renumbered 3a4) - The comment was withdrawn | 
when it was pointed out that the change was not acceptable 


to DD/P. 
25X1A Office of Co ications - Reference, Pararraph 2a (renumbered 
la) = ss gree at the revised statement was satis- 


factory, but that if any exception was subsequently written in 
for DD/P records it would have to include the records of the 
Office of Communications. The DD/P has requested no exceptions. 


25X1A Office of the Comptroller - In the discussion with Mr. 25X1A 
and eilr spec c comments were resolved as fol : 


Paragraph 2a (renumbered la) - The revision in this draft 
overcomes the previous objections. However, a new question ae 
was raised concerning legal custody by CIA of some of the 
records of predecessor organizations. The watter was discussed 
with the General Counsel, Mr. Houston, who assured us that this 
regulation can legally apply to these records. 


Paragraph 3a4 (renumbered 2a4) - The revision satisfies the 
objections previously raised. i 

Paragraph 4a2 (renumbered 3a2) - This comment was with- eo 
drawn. 


Paragraph 4a3 (renumbered 3a3) - This comment was with- 25 
drawn upon agreement to include the words "Records Management" ~ 
preceeding "program requirements". 


Paragraph 4a5 (renumbered 3a5) - Comment was withdrawn 
following a discussion in which it was pointed out that: 

a. No conflict with the Comptroller's regulation 
is involved. 

b. This provision for liaison on records mana ge -- 
went matters is consist@nt with regujations 
of other offices having responsibility for 
liaison on specific functions, and is consist@nt 
with the regulations of other Government 
Agencies with respect to Records Management, 
Liaison with GAO. 
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Paragraph 4a6 (renumbered 3a6) - The revised paragraph 
satisfies the objections previously made. 


Paragraph 4b3 (renumbered 3b3) - The requirement for 
rendering reports has been eliminated from this revision 
and the comment has been withdrawn. 


this revised draft satisfies their objections. The concurrence 


DD/P - The comments of the DD/P were general in nature and 
was signed by Mr. Hulick. 


2. In view of the extended length of time that the regulation 
has been in the process of preparation and coordination and because 
there’ is’a real need for it, we would appreciate you handling it as 
expeditiously as possible. 


25X1A 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8 


ERE AST etn bE THe SPAR IO eh BEML LST AULT ES SNA LIAT Hroet RAPE TART OMG EMRE RTE Te 


{ N 


ABE Mo722R0001 00130011-8 
a ey 21 SVM 


a All 


! ‘a Approved For Release 2003/04/17 +Cl 


ae 


MEMORANDUM FOR: Chief, Regulations Control Staff 


SUBJECT: Proposed Regulation =a "RECORDS 25X1 
MANAGEMENT" (Job #1320=VJB) 


1. While agreeing with the need for a regulation to 
cover "Records Management" more adequately than the present 
| 25X1A [_| this office does not concur in the subject proposed 
publication as written, 


2e A Clandestine Services records management program 

has been functioning for some time under the general guidance 

of the Chief, RI as the DDP Area Records Officer. Because 

of the sensitivity of many records within the Clandestine 

Services, it is believed that DDP should be given special 

consideration in any records regulation promulgated for Agency- 

wide use. It is believed that he should be delegated authority 

therein to continue the maintenance and further development 

of a CS records management program responsive to his particular 

requirements,. compatible with CS organizational needs on a 

worldewide basis, and in general conformity with the over-all 

Agency records management programe It is contemplated, of 
course, that DDP would seek the advice and assistance of the 
Management Staff whenever necessary or appropriate. 


| bags . | 
5X1 or , 25X1A 
wg ‘ CHARLES V. HULICK 
ee, Executive Officer, DD/P 
wo gio 
BS 
ee 
< a st is ee 
oid A 
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Offi Memorandum . UNITED STATES GOVERNMENT 


TO * Chief, Regulations Control Staff DATE: % OCT 1955 


FROM : Deputy Comptroller 


SUBJECT: Proposed Regulation| _| ~ Records Management 25X1A 
(Job 1320-VJB) 


l. 


This Office concurs in the proposed regulation subject to 


revisions, as follows: 


a. 


Subparagraph 2a 


Inasmuch as certain records in this Office relate to operational 
projects of the Deputy Director (Plans) which should be exempted 
from the provisions of the proposed regulation, insert "and 
records relating to such projects in any other Agency component," 
after the title, "Deputy Director (Plans)." 


Subpr cagraph 3a(4) 


By substituting "except those precluded due to security classi- 
fication or sensitivity" for “regardless of security classification 
or sensitivity," the subparagraph would become acceptable. 


Subparagraph 4a(2) 


~ Add to this subparagraph “except such forms as are used solely 


for the accumulation of data by and within an Agency component." 


Subparagraph 4a(3) 


Insert "forms design" preceding “services” and "filing" preceding 
"supplies." and "equipment." 


Subparagraph 4e(5) 


Certain officials in the General Accounting Office have been 
cleared to handle our budget and financial problems and these 
officials are familiar with our budget and finance methods and 
operations. In order that this subparagraph may not be construed 
to authorize the Chief, Management Staff, to contact the General 
Accounting Office as one of the "other" Government agencies, 

as well as exclude budget and fiscal matters from such liaison, 


gol 1g by aae 
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SECRET 


the Office suggests the subparagraph be revised by adding at 
the end thereof the following: 


"except that all liaison with the General Accounting Office 
shall be under the supervision of the Comptroller." 


f.  Subparagraph 4a(6) 


ts “Operational audits" should be defined, together with the purpose, 

nature, scope, and extent of the examination contemplated. 
Furthermore, certain records under Jurisdiction of the Comptroller 
should not be made the subject of such audits. 


g. Subparagraph hb(3 


" This subparagraph should denote the type and kind of reports 
contemplated. 


yw as % 
% |“ aire 25X1A 
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i C-O-N-Fa-D-P-N-P-T-A-1, 
TO: REGULATIONS CONTROL sa f | 
25X1A 


CONCURRENCE SHEET 


PROPOSED Isstance: [_} Records Management 


Draft dated 12 August 1955 25X1A 
CONCUR: 
(a) Substance 
i . : eamlati ny z 
| (b) Rescission of CIA Regulation No | | OBX1A 


(c) Classification 
(4) Distribution 


25X1A 


e 
£f, Administrative Staff 
CS 

eee neta aera anenenemenntt enn ea 


Office 
90 SEP 1955 
: Date 

COMMENT 
| See Attachment. . 

ee ae e 

Mime a! (Job, #1320-VJB) 
: He tlee aS Due: 2 September 1955 
| C-O-N-F-I-D-E-N-T-I-A-1L 
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COMMENTS RE: PROPOSED recuarion| | RECORDS MANAGEMENT 95x4/A 


1. This Office concurs with the principles set forth in the 
proposed regulation. However, we wish to reserve the priviledge of 
reviewing and commenting on such requirements as may be made of this 
office in the form of procedures remaining to be developed under the 
responsibilities stated in paragraph 4.a.(1). 


2. Comments regarding specific portions of this regulation are 
as follows: 


_, Paragraph 2.a ~- This paragraph should be clarified as to its 
“Intent regarding records created or accumulated by other elements 
of the Agency in support of operational projects of the DD/P. 
Paragraph 3.a - Recommend "Areas" be defined. 


Paragraph 4..(3) ~ Responsibility for reviewing and approving 


2 requests for filing equipment and supplies has been delegated 
we to Area Records Officers by Agency Notices[ 25X1A 


Paragraph 4.a.(5) - No provision is made for exemption of covert 


1 gne® and other sensitive records from submission to GSA and Congress 


for authorization of disposal schedules. 


wget” Paragraph 4.b.(2) - Suggest that Operating Officials designate 


individuals to administer their area programs and that the 
responsibilities of the area administrators be defined. 
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TO: REGULATIONS CONTROL STAFF, [| OBX1A 


CONCURRENCE SHEET 


PROPOSED Issuance: [___|s Records Management 25X1A 
Draft dated 12 August 1955 
CONCUR: 
Cts) Substance 
(b) Rescission of CIA Regulation No.[ | 25X1A 


etc} Classification 
z{d)-Distribution 
25X1A 


Signature 


I 


Office 


“Date ¥ 


COMMENT 2.b.(7) Reword to read: Vital materials - The timely selection, 
transfer to, and maintenance in a repository, of records essential .to the 
Agency on a continuing basis and which, if destroyed, would constitute an 
irreplaceable loss. 3.a.(3)/Réword to read: Records essential to emergency _ 
operation shall be currently deposited at approved relocation sites. 3.a.(4) ¢ | 
Reword to read: The Agency Records Center as well as repositories at approved 
relocation sites shall be the facility for storing, processing, and servicing 
Agency, etc.... 4.a.(1)“Add:”.... staff guidance and assistance for area program. 


-4.a.(4) Reqord to read: Technically supervising operations of the Records Center 


d Vital Material Repository and repositories at approved relocation sites. 


(Job, #1320-vJB) 
Due: 2 September 1955 
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TO: REGULATIONS CONTROL STAFF, | 25X1A 


CONCURRENCE SHWET 


PROPOSED ISSUANCE: [| Records Mararemant 25X1A 
Dreft dated 12 Aumst L955 
CONCUR: 
i Substance 
b) Rescissiion of CIA Regulation No | | 
(c) Classification aided 


(a) Distribution 


cy 


Signature 
Assistant to the pp/i (Admin. ) 
Office 
1 September 1955 oe art 


Date 


Pistols : Inasmuch as the Office of Security has requested that 
eeu chee Data be retired within OST it is recommended that the’ 

phrase "with the exception of Restricted Data't be inserted in lin 
é) paras 3 a (li) immediately after the word "records", : = 


Pane 
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(Job, #1320-VJB ) 
| Due: 2 September 1955 
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TO: REGULATIONS CONTROL STAFF, | 
25X1A 


CONCURRENCE SHSET 


PROPOSED ISSUANCE: [ Records Maregorent 
Dreft dated 12 August 1955 25X1A 


CONCUR: 
(a) Substance 
(b) Rescission of CIA Regulation No, | | es 
(c) Classification 
(4) Distribution 


25X1A 


hs ature 
Policy Staff/os 
Office 


MAUG S955 
oe ee eater ng 


COMMENT 
| ee re ee 
: ft 7 
Os ss (Job. #1320-VJB) 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8 
} 


| \ © C-O-N-Pail-D-E-N-1-T-A-1 


25X1A 


TO: REGULATIONS CONTROL STAFF, ey 


CONCURRENCE SHEET 


! 
| PROPOSED Issuance: [| Records Mane geet 
Dreft dated 12 August 1955 


CONCUR: 
(a) Substance 
(b) Rescission of CTA Regulation No 1 | 25X1A 
c) Classification 
(a) Distribution 


| 7 a 25X1A 


25X1A 


Signature 


. COMMENT 


- | we sd” | | (Job. #1320-VJB) 
| “wie a : oe Due: 2 September 1955 
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C-O-N-F ail -D-E-N-T-T-A-L 
TO: REGULATIONS CONTROL STAFF, fT 25X1A 


CONCURRENCE SHEET 


! 


; PROPOSED ISSUANCE; = Records Maregemant | 25X1A 
G 


% dated 12 Ausust 1955 
CONCUR: 
(a) Substance 
(b) Reseission of CIA Regulation no.[ | 25X1A 


(c) Classification 
(ad) Distribution 


25X1A 


oi gnature 
Acting Director of Personnel 


Office of Personnel 


; 9 4 AUG 1955 
| Date 


COMMENT 


| None | 
a, ne (Job. #1320-VIB) 

ae Due: 2 September 1955 

| C-O-N-F-I-D-E-N-T-I-A-L z= 
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(b) Reseission of CTA Regulation | 


(c) Classification . 
(4) Distribution 25X1A 
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TO: REGULATIONS CONTROL STAFF, fT EN 
“ CONCURRENCE SHEET 
PROPOSED ISsuaNcE: [__] Records Management 25X1A 
Dreft dated 12 August 1955 

| CONCUR: 
| (a) Substance eon 
| 


b 
22 August 1955 
Date 
COMMENT 

; (Job. #1320-vJB) 
| Due: 2 September 1955 
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TO: REGULATIONS CONTROL STAFF, fs 


CONCURRENCE SHEET 


25X1A 


Proposmp issuance: [|__| Records Mareconent AOE 
Dreft, dated 12 Aucust 1055 


(a) Substance 

(>) Rescissiion of CIA Regulation No. [| Bone 
Classification 

(a) Distribution 


—_ 
Q 
we 


25X1A | 


COMMENT 


NONE 


pe at as tee a, 
: eis (Job. #1320-VJB ) 
| : Due: 2 September 1955 
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TO: REGULATIONS CONTROL STAFF, | we axa 


ws 
| ie 
[ CONCURRENCE SHEET 
PROPOSED ISSUANCE: [ Records Managnrent, eee 
Dreft dated 12 August 1955 

| aan 
a) Substance 
| (>) Reseission of CIA Regulation No[ _| 25X1A 
(c) Classification 


(a) Distribution 


OGC only: (e) Authentication by DD/S (DCL or pD/S) 


insert one 


25X1A 


Office of General Counsel 
Office 
L7 August 1955 


Daye 


| COMMENT Par. ka(5). The last part of this paragraph regarding ‘he 

obtaining of Congressional authorizations for the retention aid 

disposal of records could be misinterpreted to impinge upon the 
exclusive authority of the Legislative Counsel to conduct liaison 
with the Congress. It is recommended that this paragraph, be- 
ginning after the last comme, be changed to read as follows: 


", » edncluding liaison with National Archives for the 
purpose of obtaining Congressional authorizations for the 
retention and disposal of records". 


This Office concurs in [sf subject to the modification 25X1A 
recommended above. 
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C-0-N-Fw[-D-E-N-T-T-A-_p, 
TO: REGULATIONS CONTROL STAFF, | O0-5YF2L 25X1A 
19 AUG 195% 


CONCURRENCE SHEET 


PROPOSED Issuance: [___| Records Mansronent ene 
Dreft dated 12 Aucust 1955 


CONCUR: 

(a) Substance -See remarks below 25X1A 
(b) Rescission of CIA Regulation No. 

(c) Classification 25X1A 
(4) Distribution 


Signature 


COMMENT 


Para. 2a should include a statement to the effect tl.at those 
| Office of Communications records in support of DD/P projects are 
also exempt from this regulation. 
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TO: REGULATIONS CONTROL STAFF,[ 25X1A 


CONCURRENCE SHEET 


PROPOSED IssuaNcE: L____] Records Management 25X1A 
Dreft dated 12 August 1955 
| CONCUR: 
| (a) Substance 
: (>) Rescission of CIA Regulation nof | 25X1A 
| ti 
(c} Classification 25X1A 


(4) Distribution 
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MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT: Proposed Regulation No. --—] 25X1A 
Records Management 


1. Subject regulation is submitted for your 
consideration oval. It replaces Agency 
Regulation No 25X1A 


2. It is necessary to revise the Records 
Management Regulation to reflect the recent reor- 
ganization which wade the Management Staff respon- 
sible for the records management function and to 
further clarify the policies, objectives and scope 
of the records management program and assign re- 
sponsibilities for its implementation. 


| | 25X1A 
Chief, Management Staff 
Attachment 


Proposed Reg. No. [ 25X1A 


oECRET 
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Office Memorandum * UNITED STATES GOVERNMENT 


TO * Chief, Regulations Control Staff, DATE: «|: 


Management Staff 


THRU : Chief, Management Staff 


FROM 


SUBJECT: 


‘ Chief, Records Management Staff 


Proposed Regulation of | Records Management 


le The attached proposed regulation rescinding| _| 
is submitted for approval of the DD/S. It is necessary to 
revise the records management regulation to reflect the 
reorganization which made the Management Staff responsible 
for the Records Management Program and to include program 
elements not previously covered, a 

@e Specifically, the proposed regulation brings forms. 
management, reports management,and correspondence manage~ 
ment within the scope of records management; assigns respon= 
sibility for technical supervision of the Repository to the 
Management Staff ands; provides for top level support by 
assigning to the Deputy Directors responsibility for estab. 
lishing and maintaining area programs, 


3e I do not feel that working level collaboration on 
the proposed regulation is necessary since its acceptance as 
a program charter will be determined principally by the 
decisions of the Deputy Directors, AB distributi 
regulation is recommended. Mr. 

may be consulted for further information 


CONCURRENCE: 


\ 


Chief, Ma agement Staff Date 


Attachments: 


Proposed [ 
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Office Memorandum + onrrep states Govanece 


TO : Assistant Deputy Director (Administration) DATE: 5 January 1953 
FROM : Chief, 0 & M Service 


SUBJECT: Revision of CIA Regulation no.[ | Travel 
25X1A 


1. There is returned herewith a memorandum from the Deputy 
Director (Plans) requesting that paragraph 3.A.(1)(e) which 
requires that overseas travel for overt office representatives be 
revised by deleting the phrase "when such overseas travel involves 
contacts with or temporary duty at covert overseas installations." 


2. Authority to publish the revision is recommended. Please 


note that the Deputy Director (Intelligence) has approved the 
change. 


25X1A 


W. L. PEEL | 


Attachments 
Copy of CIA Reg. No[_—i| 25X1A 
Memorandum from Deputy Director (Plans) 
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DEC 29 1952 


MEMORANDUM FOR: Deputy Director (Administration) 
SUBJECT: Overseas Travel 
REFERENCE : CIA Regulation No[ __]dated 21 November 1952 O5X1A 


1. Paragraph 3.A.(1)(e) of the reference Regulation states in 

part that: "Plans and itineraries for official overseas travel of 
overt office representatives must be fully coordinated with the Deputy 

Director (Plans), prior to the issuance of travel orders » when such 


overseas travel involves contacts with or temporary duty at covert 


overseas installations," 


2 The underlined portion of the reference paragraph quoted in 
paragraph 1 above is in conflict with current practice and should 
therefore be deleted. The Director has indicated that Senior Repre- 
sentatives must be fully informed in advance of all travel of Agency 
personnel to their areas of jurisdiction even though such travel (as 
in the case of area familiarization sponsored by the DD/I) may not 
involve contact with or temporary duty at covert overseas installations. 


3e It is, therefore, requested that a revision of the reference 
Regulation be published deleting the underlined portion of the refer~ 
ence paragraph quoted in paragraph 1 above. 


G. WISNER 
Director (Plans) 


CONCUR: zs 
Enclosure 
Copy of CIA Regulation No. = 25X1A 


WAN 2 1053 
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Assistant Deputy Director (Administration) 5 January 1953 
Chiat, O & M Service 
Revision of CIA Regulation nol _| Travel 25X1A 
Le There de returned herewith a memorandwa from the Deputy 
Diructor (Plans) requesting that paragraph 3.A6(1)(e) which 
reguives that overseas travel. for overt office representatives ba 
revised by deleting the phrase “when such overseas travel involves 
contacts with or temporary duty at covert overseas ingtaliations," 
ae <dAuthority to publish the vevision is recomendcd. Please 


nole that the Deputy Director (Intelligence) nas approved the 
change, 


W. Le PEEL 


Attachagnta 
Gopy of CIA Reg. Nol | 25X1A 
Menorandun from Deputy Director (Plans) 
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persomel to their arezs of jurisdiction even thouch such travel (as 
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[S/ Richard one 
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Deputy tree tor (Plans) 
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Copy of CIA Regulation | vo] | 
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‘Assistant Deputy Director (Administration) DATE: 18 November 1952 


*Chief, O & M Service 


Proposed Revision of CIA Regulation wof | Transportation 25X1A 


lL. There is attached hereto for approval and uuthority to publish, 
proposed revision of paragraph A (1)(a) of CIA Regulation No. 
Transportation which has been amended to provide that HOD travel orders 
for personnel appointed from their homes for overseas duty or transferred 
to CIA from another Government agency outside of Washington shall be 
issued by the Assistant Director (Personnel) or his designee. 


2. The original draft submitted for concurrence was based on a 
request received from the Chief of Administration for the Deputy Director 
(Plans) and provided that HOD travel orders for personnel appointed 
from their homes for overseas duty should be issued by the Assistant 
Director (Personnel) or his designee. This draft was approved by the 
General Counsel and Comptroller. 


3. The Assistant Director (Personnel) concurred with the basic 
proposal but suggested thut his authority to issue initial travel orders 
be extended to include orders for new employees transferring to 
Washington from another Government agency. 


4, Whe attached includes the suggestion of the Assistant 
Director (Personnel) and has the written approval of the Comptroller. 
No further coordination has been effected as it would seem Logical 
that authority to issue LOD travel orders should be vested in the 
Assistant Director (Personnel) by the Deputy Director (Administration) 
without obtaining the concurrence of each Office head concerned. 


W, L. PESL 


Atteh. 
Proposed Revision of CIA Reg. j | 25X1A 


¢ q | 
“ECUripy # 
Urity “HOrmalion 
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oegurit’ informatio 
| , Office Memoranduin’ "oNrrep stares GOVERNMENT 


TO : Chief, Organization and Methods Service DATE: 
FROM : Assistant Director (Personnel) 
SUBJECT; Proposed Revision of Agenc Regulation] 
F eye 25X1A 
1. Attached revision of Agency Regulation| _|nas been 25X1A 


reviewed in accordance with your request. This office is in 
| agreement with the basic proposal extending to the Assistant Director 
(Personnel) the authority for issuing initial travel orders for 
| certain overseas personnel. It is not clear, however, inthe state~ 
ment drafted whether it is intended that this authority be exclusive 
to the Assistant Director (Personnel) and his designees or enjoyed 
jointly with the. operating officials covered in the authorization for 
issuing travel orderse It is understood that the intention is to 
require that all such orders be issued by the Personnel Office and 
| the proposed redraft forwarded herewith has been so stated, 


2e It is believed that the change should also cover the orders 
on new members transferring from another government agency. 


25X1A 
W. He He MORRIS, JR. 


Attachments 


CQeciee 
Security informatio? 


At ry sipeeade 
Ay os Wes: 
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27 October 1952 


MEMORANDUM FOR: Assiotent Director (Personnel) 
Comptroller 
General Counsel 


SUBULALD: Proposed revision of CIA Reguistion wolf | 
Transportation 


1. There is attached hereto proposed revision of paragraph 
A (1) (a) of CIA Regulation Moa eiena royce that BOD Travel 
Orders for personnel appointed from their homes for overseas duty 
shall be lasued by the Personnel Office. 


@e This revision was requested by the Chief of Administration 


' for the Deputy Director (Plans) and has the concurrence of the 


Chief, Covert Personnel, Division. 


3- It will be appreciated if you will submit your coments 
to this office by 3 November, 


W.oL. PeeL 
Chief, Organization & Methods Ser¢ices 


Attachment 
Draft 


CONFIDENTIAL 


r . 
nem Ar 
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MEMORANDUM FOR: CHIEF, OAGANIZATION AND METHODS 


SUBJECT: Revision of CIA Regulation [| 


In order that the Personnel Division may prepare and 
issue Travel Orders on personnel employed for overseas 
duty and being brought to Washington D.C. for temporary 
duty, it is requested that CIA Regulation[ _|para- 
graph A. (1) (a) be amended as follows: 


Amend CIA Regulation| | paragraph A. (1) (a) 
by adding the following: 


eosesee Except that the Personnel Office is 
authorized to issue Travel Orders for personnel 
employed for overseas duty from a point outside 
the metropolitan area of Washington D.C. which 
will bring them to Washington D.C. for temporary 
duty and may include per diem as provided in 
paragraph C. (@) of CIA Regulation [ ] 


ei 0 NLS tration 


Concurs 


25X1A 
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| Security Information 


27 October 1952 


Comptroller 
General Counsel 


SUMS: Proposed revision of CIA Regulation vof | 25X1A 


MEMORANDUM FOR: Assistant Director (Personnel) 
. 

| Transportation 

| 


l. There is attached hereto proposed revision of paragraph 
A (1) (a) of CIA Regulation No.[_] which provides thet EOD Travel 25X1A 
Orders for personnel appointed from their hones for overseas duty 

shall be issued by the Personnel Office, 


2. This revision was requested by the Chief of Administration 
for the Deputy Director (Plans) and has the concurrence of the 
Chief, Covert Personnel Division. 


3» It will be appreciated if you will submit your comments 
to this office by 3 November. 


25X1A 
We L. PREL x 
Chief, Organization & Methods Services 
Attachment 
Draft 
OG 9 1 Wo? 
CONFIDENTIAL 


: Security Infor °°" 
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(Aceaintie San Moto, No. 19) FOR TAXICAB EXPENSES 


Subvoucher No, .......220--.--seeene 
DUG: sose.. tos Seco sews bewstesu toned: 
NAMB woet tee costes cence 2 cle al et WO ee, Oe PON OV ain ys lensed Gad aces cata oid cures it it te nee Te ti 
OUATINIAN TS ADDRESS a ceictcae eben ee ode taee elites hasan Sai cace Sa cere sca hohe ON ts elec oon Se ha al oh ea er de 
For travel on official business via taxicab: 
oo enema ner ereeen 
DATH FROM— TO FARE TIP 
TOTALS, 
I have determined that the above travel by taxicab was advan- I certify that this claim ts correct and proper and that pay- 
tageous to the Government, ment or credit has not been received, 
OS rei ee oe ied (Approving official) SSS LN ee SeaatNEE) 


Payment received from Cashier :* AGI cr cea castes ee NOs Ro tat Pea Hn ete tea 


*lor uso only when payee secures relmbursoment from Agent Cashier or 
Imprest Fund Cashier. : 10—06550-1 GPO 
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REIMBURSEMENT FOR TRANSPORTATION EXPENSE 


Received from Petty Cash Fund $ ’ representing reimbursement 
for the following actual official transportatiam expenses: 


Type From - To 
Date Conveyance (Addresses Need Not Be Specific) Amount 
alles 
Cece oe ar sae baa mace i 
Oe A SRE eT Sa A CAO a SPA TD 
4, 

I certify that I have not been nor will I be reimbursed for the above 
expenses from any other source, and that they were not incurred in non-official 
travel between home or places where meals were taken and places of duty. 

Justification for these expenses is shown on the reverse hereof. 

(Date) (Signature of Claimant) 
tUE aged 36-126 (1.48) . 
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JUSTIFICATION 


(Claimant wi i ; 
ae will initial appropriate space or spaces and circle applicable trip 


Initials Trip No. 
Le Bok Government transportation not available in 


reasonable time and presence was required 
elsewhere for urgent official business. 


Government transportation not usable 
because of security reasons. 


Other reasons why advantageous to the Government. 
(Specify) 
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STANDARD FORM NO, 64 


25X1A 


25X1A 


Sey mea 
Office Memorandum! "ERED 5 

TO : Chief, O & M Service DATE: 1 May 1952 

FROM : Deputy Comptroller 

SUBJECT: Proposed Revision of CIA Regulation No. oz Transportation 25X1A 


le Pursuant to your memorandum request of 15 April. 1952, we 
have reviewed the Standard Form No. 116 and the CIA Form No. 36+ 
126 and as a result, we agree that S.F, 116 can be used to better 
advantage than the other form. 


2. It is therefore recommended that Paragraph A(12(b) of 
CIA ee ee be revised to authorize the use of S.F., 116k 
instead of CIA Torm No. 36=126, 


3. It is also suggested that the revision of the Regulation 
include a provision that monthly or periodic summary account ings 
for taxicab funds may be submitted and that in such instances, 


approval will not be required on each of the supporting Form 116. 
In order to obtain the required wording for this provision, it is 


suggested that your Office contact the Chief of the Finance Division, 
a 


25X1A 


MAY 4 taRe 
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Deputy Director/Administration 4 April 1952 
THROUGH: Chief, Organization and Methods Service 
Agsistant Director/Personnel 


Revision of OIA Pegulation| | 25X1A 


1. There is attached a proposed revision of CIA Peguletion 
25X1A Es particular reference to paragraph A(2)(a) and paragraph 
b 


2. It is felt that the proposed revision would provide for a 
wore effective handling of Agency travel operations through recogni~ 
tion of certain differences in procedural requirements between foreign 
and domestic travel. Experience obtained since the Central Processing 
Branch has been in operation sugrests that: 


a. The Central Processing Branch is primarily and most ap- 
propriately concerned with the processing of personnel 
returning from and/or going to overseas assignments. It 
is for such personnel that the central performance of the 
Finance, Personnel, and Tranaportation functions is most 
expeditious. 


b, Thore is usually no need for personnel engaged in purely 
domestic, temporary—duty travel to report to the Central 
Processing Branch, 


e. Generally, the Central Processing Branch in in a position 
to expedite domestic travel arrangements for personnel 
who are normally processed by CPB, that 1s, personnel 
going to or returning from overseas assignments. 


3. This Office is not aware of other Regulations which would 
require revision as a result of subject revision. 


4. No special restriction as to distribution is recommended. 


5. For detailed information, contact i Deputy 
Personnel Director, telephone extension| | 255 x4 


F, TRUBES DAVISON 


CONCUR s 


25X1A ae 
Chief, 2strative Service 


‘ information 


getters 
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14 December 1950 


MEMORANDUM FOR: ADVISOR FOR MANAGMENT 


SUBJECT : Draft of CIA Services Regulation | 25X1A 


1. Pursuant to your request of 9 November 1950 comments of 
QSO concerning subject are forwarded herewith, 


2. Service regulations ae General Services 25X1A 
and Supply and Property delegate certain headquarters housekeeping 
functions to the operating offices which might possibly be per- 
formed more efficiently by the Administration Office of CTA. These 
regulations also seem to ignore covert functions and certain basic 
procedures whereby covert stations procure property. 


3. The allocation of Glass A, B and C Equipment outlined in 
Paragraph 4 (e) of Regulation does not anpear to take into 25X1A 
consideration the need of certain of the covert field station for 
Class "A" equipment. In terms of cost of transportation for re- 
placements and foreign cost of maintenance of certain items it 
probably is more economical in the long run to equip overseas 
stations with first class equipment where ever possible, 


4. The following changes in Regulation [ney be 25X1A 
advisable: sub Paragraph (3) omit the words "English Language"! 


E.g. Pravda is distributed widely and considered expendable. Sub 
Paragraph (4) omit last phrase "of Contact Division and Foreign 
Broadeast Information Division", Books sent overseas by OSO and 
OPC are not recorded, 


5. It is presumed that it is intended to issue separate 
regulations covering covert supply. If so 0SO concurs in general 
with these regulations as applying to headquarters. 


25X1A 
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TO 


FROM 


SUBJECT: 


‘ Management Officer 
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DATE: 10 November 1950 


: General Counsel 


Draft of CIA Services Regulation |_| 25X1A 


ot 
- le Your Draft of CIA Services Regulation {| dated 25X1A 
9 November 1950, has been examined in this office. 


2. The broad wording of Section III. A. might lead procuring 
officials to believe that they can disregard existing laws and reg~ 
ulations concerning the authorized forms of contracts and types of 
procurement. The following revision of that Section is suggested: 


"Contracting and Procurement Authority ; 

The Director will delegate authority to those employees 
who may incur 7 :gal obligations for the procurement of sup 
plies, equipment or services. Such delegations will not be 
contained in this manual," 


25X1A 


LAWRENCE R. HOUSTON 
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Office Memorandum + onrrep STATES GOVERNMENT 


TO 
FROM 


SUBJECT: 


wee[ DATE: Nov. 14, 1950 


Administrative Officer, Medical Staff 
Draft of C.I.A. Services Regulation > (ne 25X1A 


1, Concurrence is herein indicated with noted exception. 


2. Your attention is invited to Section V, B, 1 of subject 
‘egulation wherein reference is made to "Arrangements are made 
(by LIransportation Branch) for *## Physical examinations, immuni- 
zations when required ***#, There is no procedural disagreement 
between the Transportation Branch and the Medical Staff it is merely 
felt that the statement as it now stands is ambiguous. The 
Transportation Branch is concerned only with evidence that 2 Physical 
examination and immmnization have been completed prior to the 
individuals departure, the actual scheduling is accomplished by the 
Personnel Divisions. As it now stands the impression could be that 
Transportation effects the scheduling. 


25X1A 
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Ta oy 
Office Memorandum e UNITED STATES GOVERNMENT 


TO * Management Officer DATE: N(iit 
| oes Security Officer, CIA 25X1A 
SUBJECT: 
Draft of CIA Services Regulation - [ 
25X1A 


1. This office concurs in the subject draft. It is noted, however, 


that the proposed regulation does not provide for relief from responsi- 
bility for an officer in a field station who issues or disposes of non- 

: Expendable property under emergency circumstances or in a combat 

| ‘area. The Chairman, Covert Property Survey Board, in a memorandum 
dated 15 November 1950 to the Executive, recommended that Agency 
regulations be amended to meet this situation as the only means of 
relief from responsibility consist of submission of a Property Survey 

Report to the Property Survey Board. 


a 25X1A 
a) Colonel, GSC 


25X1A 


SECRET « ye 


: / 

; ' 

i 

{ 

| 

| 7 | | 
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“FROM 


pm FORM. = oes 


Ofiee Memorandum « ‘UNITED STATES GOVERNMENT 


"SUBJECT: 


“Approved For orRaleae: 2003/04/17 GIA RDP# 1-00728R000100130011-8 


“28X10 


. sae Officer a | _ DATE: oe 1950 


Chief, Advisory Council 


Draft of CIA Services Regulat -| | Ov et ae 
2 Eee vices preeeons | | z 25X1A 


This Office concurs in. Draft Services Rena eisas cir— 


‘culated for reviews 


Chief, Advisory Council aoe 
RON) 
& 
| Se 
' SS 
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| in ' 25X1A 
| Office Memorandum ¢ UNITED STATE 
TO 1 Assistant to Executive DATE: 22 November 1950 
FROM 1: Assistant Director for Operations 
SUBJECT: Draft of CIA Services Regulation - 
=a san 
REF: a. Management Officer's Memo dated 9 November 1950, 
subject as above 
le This office concurs in reference Regulation as 
drafted. 
25X1A 
| 
| 
H 
d : oan 
PRBS S iyiue g Seka oe 
/ { { 
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20 November 1950 


MEMORANDUM FOR: ASSISTANT TO THE EXECUTIVE 


FROM: Executive Assistant Director, COD 


25X1A 


SUBJECT: Comments on the Draft of CIA Services 
Regulation -[__ 25X1A 


1. This Office concurs in the proposed Central Intel- 


ligence Agency Regulations - a - as proposed in the 
draft submitted November 9, 1950, with the following comments: 25X1A 


a. Page 4, Roman Numeral II, Subparagraph A, Second 
line: the words "grade GS-9 or above" deleted or be re- 
worded as follows: grade GS-9 or above or with the con— 
currence of the Services Officer, individuals of lower 
grade carrying out special assignments. 

Among those presently authorized to sign repro- 
duction requests in OCD are three GS-5's, one GS-6, and 


ul ad t 
25X1A | Most of these requests are for photostatic copies 


of documents and reproduction of photographs, and can be 
processed most expeditiously by persons named above. 


be Page 11, Subparagraph 2.a., delete "(1) Documents, 
including captured documents, channeled to Foreign Docu- 
ments Division for exploitation." 

The term "document" is vague. Accountability is 
now maintained or controlled by the CIA Library for all 
publications purchased for FDD. Captured documents are 
not purchased. It seems unnecessary to specifically exempt 
such material. 


i 
| 
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17 November 1950 


MEMORANDUM FOR: MANAGEMENT OFFICER, CIA 


SUBJICT: Draft of CIA Services Regulation 


1. In your memorendum of 9 November 1950 concerning the 
above subject, you requested concurrence and/or comments con- 
cerning a proposed draft of CIA Services Regulation. 

«. In view of the recent reorganization of the Office 
of the Executive and the abolishment of SS8, it is believed 
you will desire to redraft subject regulations. 


25X1A 


Chief, Staff IIT/OPC 
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MEMORANDUM TO: Deputy Director (Administration) 


SUBJECT: Revision of CIA Regulation no.[ __| 25X1A 


1. ‘This proposed revision of CIA Regulation No { lis a 25X1A 
result of a Task Force study. It is less réstrictive than the 
present regulations regarding the use of taxicabs and provides a 
simplified procedure for handling claims. 


Wo 


2. Concurrences have been obtained from the following 
offices and are attached hereto: 


General Counsel 
Comptroller 
Administrative Services 
O0SO 

OPC 


3. A draft of the proposed Form No. 36-126 is also attached. 
The Assistant Comptroller's comment that the form was unnecessarily 
complicated was made prior to revision and he has verbally concurred 
with change made. 


h, Approval is recommended. When approved, Section 6.6 will 
be deleted from the Confidential Funds Regulations. 


25X1A 


LORIMER tual 


5 

DO 
sear 
oo 
3 
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30 July 1951 


MEMORANDUM TO; Deputy Director (Administration) 


SUBJECT: Revision of CIA Regulation No. [ 25X1A 


1. Thiw proposed revision of CIA Regulation No, [Jas a 25X1A 


result of a Task Force study. It is less restrictive than the 
present regulations regarding the use of taxicabs and provides a 
Bimplified procedure for haniling clains,. 


2, Concurrences have been obtained from the following 
offices and are attached hereto: 


Generel Counsel 
Comptroller 
Administrative Services 
O80 

Orc 


3. A draft of the proposed Form No. 36-126 is also attached. 


The Assiatant Comptroller's comment that the form wes unnecessarily 
complicated was made prior to revision end he hes verbally concurred 


with change mate. 


| 4. Approval is recommended. When approved,Section 6.6 will 
; : be deleted from the Confidential Funds Regulations. 


: 


“ 
Advisor for Management aor nA 
DIM/1s 


chrono 
sub ject 
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LO January 1952 
MEMORANDUM FOR: Deputy Director (Administration) 

| SUBJECT: Proposed revision of CIA Regulation No. |__| trensportation. 25X1A 
| 1. Proposed revision of CIA Regulation No. was submitted 25X1A 
to the Comptroller, Assistant Director (Personnel) and the General Counsel 
for epproval. The attached incorporates changes requested by the Comp- 


troller's Office and verbal approval of the other Offices concerned, 

é2. The paragraph regarding travel by invitees contained in the 
original draft, will be incorporated in the revision of Part VI, CFR, 
which is now being written. 


3. Recommend approval. 


25X1A 


W. L. Peel , 
Chief, General Services 


OC 


Bon 


: i 4 Sad a J “a 


q 
: 
rt 
q 
q 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO : Advisor for Management DATE: 3 January 1952 
25X1A THRU : Comptroller 


FROM : Chief, Fiscal Division’ 
25X1A SUBJECT: Revision of CIA Regulation nof | Transportation 


1. The propodsed revision of the subject Regulation is 
returned with the following suggestions: 


Sec. 3.A.(4) Add: "In those cases where sufficient 

ILLEGIB time did not exist to issue a 
en travel order prior to t @ commencement 

of travel, the appiieable” Assistant 
Director, or Office head, or his 
designee, may approve the reimburse- 
ment voucher by signing the following 
statement to be inserted on the face 
of the voucher: 
‘Travel without prior written orders 
approved" 


a ee 
3.A.(6)(c) Suggest rewording to read: "The. 5 
Central Processing Branch/is@“"' 3! 

authorized to amend travel orders, 


prior to compencement of travel, 
when Heuaetet by the originating 


Office." 


ILLEGIB 


These subsections should be omitted 
from this Regulation which is 
available to the General Accounting ~ 
‘e | Office site audit representative. 
ake Suggest inclusion in Confidential 
Funds Resulation. 


ould further information relative to the above be 
desired, please advise. 


25X1A 


Attachment 


GONFIWENTIAL 


SECURITY INFORMATION 
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THRU : 


SKCURITY IMPORMATION 
Advisor for Management 3 January 1952 
Comptroller 
Chief, Fiscal Division 
Revision of CIA Regulation wof | Transportation 25X1A 


1. The proptised revision of the subject Regulation is 
returned with the following suggestions: 


Sec. 3.A.(4%) Add: "In those cases where sufficient 
time did not exist to issue a 
travel order prior to, the commencement 
of travel, the “alge Assistant, 
Director, or Office head, or bts (hii. 
deslgnees, may approve the reimburse- 
ment voucher by signing the following 
statement to be inserted on the face 
of the voucher: 
‘Travel without prior written ordere 
approved! "' 


i ¢ t 
Sec. 3.A.(6)(c) Suggest rewording to read: "The ehged, oe 
Central Processing Branchiig “wv “3 S64" 
authorized to amend travel orders , 
prior jbo commencement of travel, 
when ‘eieetee by the originating 
Office .' 


Sec. 3.A.(8)(b) 

and (d) These subsections should be omitted 
from this Regulation which is 
available to the General Accounting 
Office site audit representative. 
suggest Inclusion in Confidential 
Funds Regulation. 


2. Should further information relative to the above be 


desired, please advise. 


Attachment 


wuwtwenTial 


SECURITY INFORMATION 
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4 December 1951 


MEMORANDUM TO: Deputy Director (Administration) 


SUBJECT: Proposed Change in CIA Regulation No. [ __] transportation. 25X1A 
\ 


1. The proposed revision of Regulation No. [_—_ tt allow Senior 25X1A 
Representatives and Chiefs of Stationsor Missions to issue orders or 
direct emergency travel where necessary. Concurrences have been ex- 
ecuted as follows: 
Concurrences with comment: 


Comptroller 
General Counsel 


Coneurrences without comment: 


OSO 00 
OPC PERSONNEL 
COMMO 


The Comptroller's comments have been included in the attached without 


further coordination. (4d hed usnde “hana held foot ¥ persmal eff As “par 40) 4 


2. The General Counsel has suggested that the Chief of Station be 
empowered to return the families to the original location upon the expiration 
of the emergency. Ths comment has not been included in the attached as it 
seems apparent that av the expiration of an emergency the employee would be 
in a location where it would be possible to obtain necessary travel orders. 


3. Recommend approval. 


25X1A 


Attchs, 


Security eeerater roe 
CATE! SSE EIT Lge 
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MEMORANDUM FOR: DEPUTY DIRECTOR FOR 
ADMINISTRATION 


SUBJECT: Proposed addition to CIA Regulation 
no. |_| 25X1A 


REFERENCE: OPC Regulation no.| | page 7 25X1A 


1, It has come to the attention of this Office that certain 
cases have occurred wherein CIA officials visiting OPC field 
stations have not provided for advance notice to the Chiefs of 
Stations or Senior CIA Representatives (where existent) and 
that actions taken while in the area thus were not coordinated 
with them, 


2. In order to provide for full coordination with these 
field officers, it is suggested that the enclosed draft be con~ 
sidered for inclusion in CIA Regulation No, 


25X1A 


25X1A 


Assistant Dir¢ctor for 
Policy Coordination 


5X1 


Encl: 2 © ; eonle 
1. Draft of CIA Reg. a 25X1A 
, page 7 2 


2. Ref OPC Reg. No, 
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MEMORANDUM FOR: Acting Deputy Director (Administration) 


SUBJECT : CIA Regulation No.[ _| Transportation 5X1 


1. The only changes in the attached revision of CIA Regulation No. 
[ _Jare in paragraph A.(1)(e). This paragraph has been amended to: 


25X1A 


(a) Clarify the fact that travel plans of overt Office 
representatives which must be coordinated with the DD/P are 
those which involve contacts with or temporary duty at covert 
overseas installations. 


(b) Specify type of information to be submitted by Office 
heads to the DD/P. (Based on memorandum dated 10 October 1951 
from the Executive Officer for Deputy Director (Plans) to 
overt Office heads). 


2. The Executive Officer for the DD/P has approved the attached 
revision. Since the changes made do not reflect any basic change in 
policy, no other coordination has been effected. 

3. Please note the recision line indicates that all pages of CIA 

25X1A Regulation No.[ |will be rescinded. This is due to the fact that in- 
sertion of the attached revision will necessitate renumbering of all pages. 


4, Recommend approval. 


25X1A 


W. L. PREL 
Chief, General Services 


Attch. 


CONMDENT 3 
way 


security Informatity 
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10 October 1951 


MEMORANDUM FOR: Assistant Director for Office of Operations 
Assistant Director for Communications 

Assistant Director for Collection and Dissemination 
Assistant Director for Research and Reports 
Assistant Director for National Estimates 

Assistant Director for Intelligence Coordination 
Assistant Director for Current Intelligence 
Assistant Director for Scientific Intelligence 
Acting Chief for Technical Services Staff 

Deputy Director (Administration) 


FROM : Executive Officer for Deputy Director (Plans) 
SUBJECT : Coordination of Foreign TDY for Personnel of 
Overt Offices 
REFERENCE : Paragraph 3, A, (d) CIA Regulation No, | Segak 


| 8 October 1951 


In order to provide this office with the information necessary 
to permit 1t to comply with the provisions of the referenced 
regulations, it is requested that whenever representatives of your 
office plan to travel overseas or to visit covert overseas instal- 
lations, and prior to the issuance of travel orders, this office 
receive the following information in memorendun form, (original and 
one carbon copy for the Deputy Director (Plans), one carbon copy 
for the Assistant Director for; ‘Special Operations) : 

“4 Pherae a 


(a) Names and titles of the travelers, ae 
(b) Purpose of travel. 
(c) Itinerary and approximate dates of arrival. 


(d) Assistance, if any, which may be required from covert pha 
overseas installations. 


orca | 
(e) Cover plans or arrangements. | % ag? 
lente 
oe Sy 
' \ hy nt ia 
CHARLES V. HULICK \e a 
re ar ee 
ec: AD/SO ey AP be 
cc: AD/PC eye Ne 
ce: Chief /I&S i 


“. 
cc: Advisor for Management “” 


-_ CONFIDENTIAL _— 
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l, October 1951 


MEMORANDUM FOR: Deputy Director (Administration) 
SUBJECT: Brief of Amendment to Regulation No] |(traven). 25X1A 


i. The attached Regulation, amended where indicated by 
brackets, will provide the authority for each Office Head to 
issue travel orders for personnel under his jurisdiction. 


2. The control necessary under Agency Regulations and 
basic laws exercised by the Administrative Services Transporta~ 
tion Division and the various segments of Finance is not dis- 
turbed nor weakened. 


3. This Regulation also establishes a Central Processing 
Branch as a part of the Personnel Office, 


h. The General Counsel has expressed an opinion by phone 
(Mr. Houston -[-__}) that the DD/A under the Standard Travel 
Regulations, Agency Regulations, and existing signed delegations, 
has the authority to further delegate this authority by his signa- 
ture. 


5. All overt regulations have been checked and no conflicts 
exist except a minor provision: in Regulation No.[-_], which is 
taken care of in the last paragraph of the attached, 25X1A 


6. The concurrence of every office is attached, except one. 
Where minor comments were offered they have either been incorpor- 
ated, or our reasons for non=incorporation indicated in colored 
pencil. One dissent is also attached which is relatively minor 
to the overall problem. Any items can be resolved without inter~ 
fering with this plan. 


7.» Recommend approval. 


25X1A 


DP/A “weey rele lego trave [ wt list y 
os prepere & Ce tee atfuckec® auwerMurert 


Se Ye ge latiiou Ld 


25X1A 
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Office Memorandum * UNITED STATES GOVERNMENT 


TO : Advisor for Management DATE: 1 October 1951 


FROM : Chief, Administrative Services 


SUBJECT: Comments on Proposed CIA Notice = Transportation 


As you requested, the following comments are made on the proposed eh 
subject Notice: 5" 
4 wt 
25X1A 1. The proposed Notice seems to be inconsistent with CIA ge! a 
Regulation No.[__ Hated 10 April 1951, in that the Notice contains oo Aa 
statements of policy, delegations of authority, procedure, and re-~ /” f 
assignment of functions, It would seem that a general announcement je Ny 
of the fact that a Central Processing Branch is being establighed ow 


| and the purpose for which the Branch is being established, would_.._ K ys Ma 
be adequate, . Q i 
2. In accordance with Paragraph 1 above, the following 
comments are made on the Notice itself: ie 


a. Paragraph 1 (a) states that travel orders will vw! uae 
be prepared and approved by Assistant Directors effective ge h 
8 October 1951. The proposed procedure and the forms wl” ( 
necessary to accomplish this have not yet been concurred 
in by Administrative Services activity and I understand that j 
the form itself has not as yet been completely designed, pal yh 

b. With reference to paragraph  (b) of the proposed No sl f yo" Fa 
Notice, this provision will open the door wide to abuses yeu! a? ae 
of travel authority. Of course, in those instances of 6} yi! 
abuses disciplinary action can be taken, but it is my ee yi ve 
recommendation that a better control procedure for blanket / 4 


travel orders be designed, Aw 
c. With reference to paragraph 5 (a), the Notice a 
establishes "a Central Processing Branch under the super- \ 


vision of the Assistant Director (Personnel)", and then 
in paragraph 5 (b) states that the "Central Processing 
Branch will be responsible for the coordination and 
processing of all phases of travel operations and require- 
ments for the Agency." It is my understanding that it was 
the intention of the Assistants to the Deputy Director 
(Administration) that the Central Processing Branch should 
operate under the general supervision of the Assistant 
Director for Personnel, and that each administrative 
activity would nominate individual trained employees of 


Sets 

4 

mena ted DINE NEEL 6 
ee ‘Dhamey™ ee Thad ear 
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Advisor for Management L October 1 


the calibre and quantity required to maintain the 
processing unit on a current and efficient basis, 

but that the administrative control of each individual. 
operation would remain with the office heads concerned| 
with each particular phase of the processing unit. To 
the best of my knowledge this concept has not changed, 
and I feel that the concept should be adhered to for 

the reason that it then makes it possible to rotate 
experienced personnel on these assignments and, through 
the knowledge which each employee would gain, the 
efficiency of the Central Processing Branch would thefeb: 
be improved, In addition, the effect of paragraph 5 (b) 
is to transfer the administrative function, control and 
supervision from the Chief, Transportation Division, 
Administrative Services, to the Assistant Director for 
Personnel, I have not been instructed that this action - 
was supposed to be taken and, in any event, it should 
not be accomplished by CIA Notice. In addition, it was / 
never conceived that all "travel operations!" would be 
incorporated into the Central Processing Branch, but 
rather would be an activity in which employees were 


briefed on all requirements and arran ssar 
for travel, and that they would be“directed ey 
various administrative units by whdom—moré deta / ( 
processing would be pérformed_and that appointments 

to accomplish these processes would be made by the e 


Processing Branch--the purpose being to eliminate 
confusion, misunderstanding and general inefficiency to 
the traveler which now exists due to the lack of such 
an activity. 


3 In view of the misunderstanding which apparently is 
present, as indicated by the proposed Notice, it is recommende 
that representatives of Personnel, Finance and Administrative 


accomplished within a period of approximately three days. Sev 
weeks will, however, be required to adjust and finalize the Branch 
to meet the efficiency requirements that is desired, 


25X1A 
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Advisor for Management 1 October 1951 


Chief, Adninistrative Services 


Comments on Proposed CIA Notice - Transportation 


As you requested, the following comments are made on the proposed 
subject Notice: 


1. The proposed Notice seems to be inconsistent with CIA 
Regulation No. dated 10 April 1951, in that the Notice contains 
statements of policy, delegations of authority, procedure, and re- 
assignment of functions. It would seem that a general announcement 
of the fact that a Central Processing Branch is being established 
and the purpose for which the Branch is being established, would 
be adequate, 


2. In accordance with Paragraph 1 above, the following 
comments are made on the Notice itself: 


a. Paragraph 1 (a) states that travel orders will 
be prepared and approved by Assistant (Jirectors effective 
8 October 1951. The proposed procedure and the forms 
necessary to accomplish this have not yet been concurred 
in by Administrative Services activity and I understand that 
the form itself has not as yet been completely designed. 


b. With reference to paragraph ) (b) of the proposed 
Notice, this provision will open the door wide to abuses 
of travel authority. Of course, in those instances of 
abuses disciplinary action can be taken, but it is my 
recommendation that a better control procedure for blanket 
travel orders be designed, 


c, w#ith reference to paragraph 5 (a), the Notice 
establishes "a Central Processing Branch under the super- 
vision of the Assistant Director (Personnel)", and then 
in paragraph 5 (b) states that the "Central Processing 
Branch will be responsible for the coordination and 
processing of all phases of travel operations and require- 
ments for the Agency." It is my understanding that it was 
the intention of the Assistants to the Deputy Director 
(Administration) that the Central Processing Branch should 
operate under the general supervision of the Assistant 
Director for Personnel, and that each administrative 
activity would nominate individual trained employees of 
STAAL 
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the calibre and quantity required to maintain the 
proceasin;, unit on a current and efficient basis, 

but that the administrative control of each individual 
Operation would renain with the office heads concerned 
with each particular phase of the processing unit. To 
the best of my knowledge this concept hag not changed, 
and I feel that the concept should be adhered to for 
the reason that it then makes it possiple to rotate 
experienced personnel on these assignments and, through 
the knowledge whieh each employee would gain, the 
efficiency of the Central Processing Branch would thereby 
be improved, In addition, the effect of paragraph 5 (b) 
is to transfer the administrative function, control and 
supervision from the Chief, Transportation Division, 
Administrative Services, to the Assistant Director for 
Personnel, I have not been instructed that this action 
was supposed to be taken and, in any event, it should 
not be accomplished by CIA Notice. In addition, it was 
never conceived that all "travel operations" would be 
incorporated into the Central Processing Branch, but 
rather would be an activity in which employees were 
briefed on all requirements and arrangements necessary 
for travel, and that they would be directed to the 
various administrative wits by whom more detailed 
processing would be performed and that appointments 

to accomplish these processes would ve made by the 
Processinr Brauche-the purpose being to eliminate 
confusion, misunderstanding and ;eneral inefficiency to 
the traveler which now exists due to the lack of such 
an activity. 


3» In view of the misunderstanding which appsrently is 
present, as indicated by the proposed Notice, it is recommended 
that representatives of Personnel, Finsnce and Administrative 
Services determine what is necessary to accomplisn ti> original 
objective as laid down by the Assistants to the Deputy Director 
(Administration), and that whatever implementation is required 
be submitted to Manasement for approval and concurrence, I 
believe that the preliminary phases of such action can be 
accomplished within a period of approximately three days. Several 
weeks will, however, be required to adjust and finalize the Branch 
to meet the efficiency requirements that is desired, 
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25 September 1951 : 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT: Proposed Revision of CIA Regulation no.| | Transportation 25X1A 


1. There is submitted herewith proposed revision of CIA 
Regulation No.[ | which was requested by the Assistant Director for 
25X1A 
Policy Coordination, 


2. The only change is the addition of paragraph (1) (c) which 
requires that plans and itineraries of overt office representatives to 
visit covert overseas installations be fully coordinated with the 
Deputy Director (Plans) before the issuance of travel orders. 


3. Coordination with the Deputy Director (Plans), Deputy Director 
(Administration) and the Assistant Director for Special Operations was 
effected prior to the submission of the request for revision to the 
Advisor for Management. 


25X1A 
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CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER | | 
25X1A 


3. TRANSPORTATION (See Regulation vol | 
A. Travel 25X1A 


(1) Issuance of Travel Orders 


(a) Travel orders will be issued by the Transportation Division, Adminis- 
trative Services Office, except as otherwise stated. 


(b) Senior Representatives and Chiefs of Station outside the continental 
United States may authorize, approve and issue travel orders for 
employees under their jurisdiction, for: 


(1) Temporary duty travel within their areas of jurisdiction. 


(2) Temporary duty travel beyond their areas of jurisdiction, 
provided clearance has been obtained from the appropriate 
Office head or his designee. 


(3) Permanent change of station within their areas of jurisdiction. 
Headquarters will be notified promptly by cable of all such 
changes. Senior Representatives and Chiefs of Station may not 
issue travel orders for travel to or from the United States or 
for permanent change of station outside their areas of Jjurisdic- 
tion. 


Th Plans and itineraries of overt office representatives to visit covert 
overseas installations must be fully coordinated with the Deputy 
Director (Plans) before the issuance of travel orders. ‘The Deputy 
Director (Plans) will: 


(1) Ensure that the proper representative in the field is informed 
of details of the proposed visit. 


(2) Provide for a thorough briefing of the traveling official on 
matters of operational significance such as cover and security. 


(3) Effect necessary coordination with the Assistant Directors of the 
covert Offices concerned. 


(2) Requests for Travel Orders 
(a) Requests for travel orders, or amendments thereto, other than those 
issued by Chiefs of Station, shall be prepared and routed to the 
Transportation Division, Administrative Services, through: 


(1) Office heads or their delegates (not below Division Chief level) 
in the case of individuals under their jurisdiction. 


(2) Personnel Director in cases involving permanent change of station 
~ or travel te first post of duty abroad. 


(3) Chief, Administrative Services, when a request included overseas — 
ee 
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CENTRAL INTELLIGENCE AGENCY RECULATION NUMBER 25X1A 


transportation of an automobile. 
(4) Personnel Director for travel abroad on temporary duty. 
(5) Appropriate Deputy Director in cases of Office heads. 


(b) Requests for travel orders shall be prepared and submitted as follows: 


(L) Vouchered travel orders (Domestic and Foreign) on CIA Form 34-5 
in duplicate. 


(2) Unvouchered travel orders (Domestic) on CIA Form 33-28 in quad- 
ruplicate. (Quintuplicate if for Military Personnel ) 


(3) Unvouchered travel orders (Foreign) on CIA Form 36-207 in triplicate. 
Form 36-207 must accompany Form 37-1, Confidential Funds Personnel 
Action, when the action involves the appointment of a new employee 
at a point in the United States outside the metropolitan area of 
Washington, D. C. for duty abroad. 


(c) Personal action of each forwarding official must be indicated on the 
request. Requests for domestic travel will be submitted in sufficient 
time to be processed and reach the Transportation Division at least 
48 hours prior to the planned departure time. Requests for foreign 
travel should be submitted 60 days in advance of planned date of de- 
parture., 


(d) Per diem and mileage rates provided under existing laws and regulations 
represent the maximum allowable. Requesting and approving officials will 
indicate on the requests for travel orders the recommended per diem and 
mileage rates and will reduce the maximum allowance whenever it exceeds 
the necessary official traveling expenses. The approval of a request 
by the initiating office will be deemed a certificate that the rates 
stipulated therein are not in excess of the amounts normally required 
to meet the necessary official traveling expenses under the circum- 
stances. The request should indicate the estimated amount of the travel 
advance desired, if any. (For per diem rates and information concernin 
travel advances see Regulation No. 25X1A 


(e) The Transportation Division, upon the recommendation of the Chief, 
Administrative Services, may issue monthly blanket travel orders for 
truck drivers engaged in repeated official trips and arrange for 
periodic submission of travel vouchers covering such repeated travel. 


(3) Responsibilities of the Transportation Division, Adminisvrative Services 
Office 


(a) Provide travel arrangement service. Personnel ordered overseas should 
contact the Transportation Division six weeks prior to planned date of 


departure. 
306 


CONFIDENTIAL 
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CENTRAL INTELLIGENCE AGENCY REGULATION mBER| | 


(b) Arrange for the issuance of passports and visas, and secure overseas 
clearance when necessary. 


(ec) Issue necessary travel. orders and verify that security clearance, 
physical examination, immunization, passports, visas, and theater 
clearance have been obtained before releasing the ticket or 
Transportation Request to the traveler. 


(4) Travel by Armed Services Personnel 
y 


Military personnel attached or assigned to CIA for duty may be authorized 
travel, allowances, and related expenses in accordance with Agency regue 
lations applicable to civilian personnel where such regulations provide 
benefits substantially similar to or greater than the military regulations. 
Upon receipt of travel requests approved by the Transportation Division, 
Administrative Services Office, the Military Personnel Division, Personnel 
Office, will issue appropriate travel orders. ‘Two certified copies of the 
orders will be forwarded to the Fiscal Division, Finance Office. 


25X1A 
25X1A 
y Directo Effective: 
(Administratidn) Rescind : Pages 1-2 of | | 
Ly July 1951 
=3- 
CONFIDENTIAL 
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MEMORANDUM FOR: DEPUTY DIRECTOR FOR 


ADMINISTRATION 
SUBJECT: Proposed addition to CIA Regulation 

No.[ | 25X1A 
REFERENCE: OPC Regulation No, | | page 7 25X1A 


1. It has come to the attention of this Office that certain 
cases have occurred wherein CIA officials visiting OPC field 
stations have not provided for advance notice to the Chiefs of 
Stations or Senior CIA Representatives (where existent) and 
that actions taken while in the area thus were not coordinated 
with them. 


2. In order to provide for full coordination with these 
field officers, it is suggested that the enclosed.draft be con- 
sidered for inclusion in CIA Regulation No, [ 25X1A 


éSto ned) RUA ge WHSTON 
KILBOURNE JOHNSTON 
Assistant Director for 
Policy Coordination 


Encl: 2 


1. Draft of CIA Reg, 
2. Ref OPC Reg. No. 25X1A 
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Suggested addition to CIA Regulation No, [| dated 14 July 1951, 25X1A 
As paragraph (c) under (1) Issuance of Travel Orders: 
EAS EAR RN IELTS SOA A ATONE 


. Whenever CIA officials of overt offices have occasion to 
visit covert overseas installations of the Agency, their plans 
and itineraries must be fully coordinated with DD/P before the 
issuance of travel orders. DD/P will insure that the proper 
copreniuwatiye in the field is informed as to the details of the 
proposed visit. DD/P will also provide for a thorough brief- 
ing of the traveling official on matters of operational signifi- 
cance «ach as cover and security as well as for other neces- 
sary coordination with the Assistant Directors of the covert 


Offices concerned. 
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Suggested addition to CIA Regulation No] | dated Id July 1951,  25X1A 


SAE YO I HOR HP® 9 aR omar ote 


As parograph (c) under (1) Issuance of Travel Orders: 


(1) Whenever CIA officials of overt offices have occasion to 
visit covert overscag installations of the .\gency, their plans and 
itinerarics must be fully coordinated with DD(F) before the issuance 
of travel orders. DD(P) will in turn inforrn the proper representa 
tive in that area and clear with him the details of the proposed visit, 
thus ensuring full coordination on any actions taken or contemplated 
ia the avea under his jurisdiction. This coordination will also pro- 
vide for a thorough briefing of the traveling official on matters of 
operational significance such as cover and security. 

(2) stopovers at covert overseas installations en route to their 
destinations may not be made by CLA officials without prior clear- 
ance with the Field “tation Chiefs arranged through the covert Office 
concerned, 

(3) Arrangements for coordination of such visits will be made 
with the Assistant Dizectors of the covert (iffices concerned. 

(4) Where a Senior CLA Representative exists in the area, it will 
be the responsibility of the Chief of Station, on receipt of advan ce 


notice, to coordinate these vistis with hirn, 


SEGRE? 
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30 June 1951 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT: Revision of CIA Regulation no.| _| 25X1A 


1. Changes in the attached Regulation are indicated by / /. 


2, The revision of paragraph A (1) (bp) will broaden the 
authority for Chiefs of Stations overseas to issue travel orders, 
Several objections were made to the first draft. ‘The attached has 
been revised to include these changes and has been reconcurred in 
as follows: 


Concurrence: 00 General Counsel 
OPC Comptroller 
Ost Auditor 
OSO Administrative Services 


Concurrence with Comments: Personnel ~ Want added: 
“Personnel action to be prepared by operating office 
subject to personnel approval.” (This is standard 
procedure and covered by Personnel Regulations so 
was not added here.) 


3. Recommend signature. 


25X1A 
Advisor for Management 


Enclosure: CIA Regulation No. [| 25X1A 


DIM/1s/ms 
ec: Chrono }° 
Subject File 
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30 July 1951 


MEMORANDUM TO: Deputy Director (Administration) 


SUBJECT: Revision of CLA Regulation No, | 25X1A 


1. This proposed revision of CLA Regulation No.[ jis a 25X1A 
result of a Task Norce study. It is less restrictive than the 
present regulations regarding the use of taxicabs and provides a 
simplified procedure for handling clains. 


2. Concurrences have been obtuined from the following 
offices and are attached hereto: 


General Counsel 
Comptroller 
Administrative Services 
O80 

OPC 


3. A draft of the proposed Form No. 36-126 is also attached. 
The Assistant Comptroller's comment that the form was wonecessarily 
complicated was made prior te raviaion and he hes verbally concurred 
with change made. 


4, Approval is recommended, When approved Section 6.6 will 
be deleted from the Confidential Funds Regulations. 


25X1A 
Advisor for Management 
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30 June 1951 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT: Revision of CIA Regulation No. | | 25X1A 


1. Changes in the attached Regulation are indicated by / 7. 


2. The revision of paragraph A (1) (b) will broaden the 
authority for Chiefs of Stations overseas to issue travel orders. 
Several objections were made to the first draft. ‘The attached has 
been revised to include these changes and has been reconcurred in 
as follows: 


Concurrence: 00 General Counsel 
OPC Comptroller 
OSI Auditor 
Oso Administrative Services 


Concurrence with Comments: Personnel ~ Want added: 
"Personnel action to be prepared by operating office 
subject to personnel approval." (This is standard 
procedure and covered by Personnel Regulations so 
was not added here.) 


3. Recommend signature. 


25X1A 


Advisor for Management 


Enclosure: CIA Regulation Nof | 25X1A 


DLM/1s/ms f 
ce: Subject File * 
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30 June 1951 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT: Revision of CIA Regulation wo.[ | 25X1A 


1. Changes in the attached Regulation are indicated by [. Sf 


2, The revision of paragraph A (1) (b) will broaden the 
authority for Chiefs of Stations overseas to issue travel orders.. 
Several objections were made to the first draft. The attached has 
been revised to include these changes and has been reconcurred in 


as follows: 
Concurrence: 00 General Counsel 
OPC Comptroller 
OST Auditor 
OSO Administrative Services 


Concurrence with Comments: Personnel - Want added: 
"Personnel action to be prepared by operating office 
subject to personnel approval." (This is standard 
procedure and covered by Personnel Regulations so 
was not added here.) 


3. Recommend signature. 


25X1A 


Enclosure: CIA Regulation vo[ | 
25X1A 


ht tek 951 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO : Advisor for Management DATE: 6 June 1951 
FROM + Comptroller 
SUBJECT: Revision of CIA Regulation wo.f | 25X1A 


1. This office concurs in the amendment of the First sentoncoe 
of paragraph A.(4), Page 2 to read as shown in your memo of 29 May 1951. 


2. It is suggested that the following language be used in amonding 
Paragraph A.(1) (b), Page 1 in licu of the language shown in your draft 
of 29 May 1951: 


"Chiefs of Station outside the continental United States may 
authorize or approve,and issue travel orders for temporary 
duty travel within or outside their areas of jurisdiction 
for employees wider their supervision, provided that 
clearance must be obtained from the appropriate Office Head 
or his designee for travel outside the area of jurisdiction 
of a Chiof of Station. Chiefs of Station may not direct or 
authorize travel to and from the United States or for the 
purposo of change of official station without first having 
secured travel orders from Headquarters," 


Se The reasons for the suggested changes are as follows: ‘ 


fs 


&. The torminology "area of jurisdiction" has boen sub- Gp 
stituted for "theater" inasmuch as the word "theater" ~ 
has no definite peographical meaning, 


concurrently with a personnel action, It would, 
therefore, be inconsistent to give authority to the 
Chief of Station to direct change of station travel V 
unless he is also authorized to approve personnel 

actions, Experience has shovm that Personnel loses o 
effective control of personnel assignments where a 

Chief of Station independently directs change of 

station travel, and Finance cannot pay the allowances 
appropriate to the new station unless and until there. 

is a formal personnel action. 


B. R. SAUNDERS 


b. A “change of station" travel order should be issued | 


wg 
ey 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


STANDARD FORM proved For Release 2 


TO : Advisor for Management DATE: 11 June 1951 
FROM + Assistant Director for Operations 
SUBJECT: Revision of CIA Regulation No. [| 25X1A 


REFERENCE: Advisor for Management memo to AD/O et al, dated 29 May 1951, 
subject as above 


revised as indicated below: 


t 
| 1. Recommend that CIA Regulation No. [|_| Para A (1) be 25X1A 
: 
| Ae Travel 

| 


(1) Issuance of Orders 
(a) No change 


(b) Chiefs of Stations outside the continental 
United States may authorize, approve and 
issue travel orders for temporary duty 
travel within their theaters for employees 
under their jurisdiction, 


(c) Office heads or their designees may delegate 
authority to Chiefs of Stations outside the 
continental United States to authorize, approve 

| and issue travel orders for permanent change 

Ta of station travel within their theaters, 


(d) Chiefs of Stations outside the continental 
United States may issue orders providing for 
temporary duty travel beyond their theaters 
where clearance has been obtained from the 
appropriate Office head or his designee, 


(e) Chiefs of Station may not issue orders for 
a travel to or from the United States or for 
—. permanent change of station outside the 
assigned theater, 


2 Concur with revision of Para A (h), first sentence, as set 25X1A 
forth in Para 2 of reference memorandum. 


GEORGE G. CAREY / 


CONFIDENTIAL . 
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Office Memorandum + oxrrep STATES GOVERNMENT 


TO ' Advisor for Management DATE: 18 June 1951 


FROM : Personnel Director 


25X1A 


SUBJECT: Comments on Revision of CTA Regulation wof | 


(1) Paragraph A. (1) (b), Page 1. 4, 
v\ Ey 


It is assumed that this regulation means that before orders 
are issued reflecting a permanent change of station that there is 
a slot available at the new post and that such transfer is at the same 
grade, salary, designation, etc. In the event it igs proposed to show 
a theatre as a headquarters, difficulties may arise from personnel being 
on permanent per diem. . 
jes a thins Task fone hatte : oo 
—~—{ It is also believed that Securi’ y might be interested in such t 
Pe transfers. It is noted that they were omitted from distribution. 


; It appears as though theatre should be defined for the purpose wv | 
gor, pe this regulation. In some theatres a person could be transferred ‘ 
we from one country to another under this regulation. Is that the intent? 

D4 f 


(2) Paragraph A. (4), Page 2. ge 
val i e 
wx It is suggested that this paragraph be coordinated with task ps 
Gai force efforts on CFR 6.7, which are presently under discussion. 


7 

ra] 

Pp It is suggested that the intent as to exactly which allowances / 7? 
are to be encompassed by this regulation be thoroughly covered, ‘ 


( Deputy Personnel Director 


JUN 29 1951 
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CONCURRENCE SHEET 


pars VAeNA 


I do (gget> concur in the proposed revision of CIA Regulation No.[ | 25X1A 


dated 29 May 1951. 


Comments: 


25X1A 


Signatur 
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Sl gaature 25X1A 
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Comments: 
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Signature. 25X1A 
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CONCURRENCE SHBRT 


25X1A 


mm JS <fvwe 


I do (mat) concur in the proposed revision of CIA Regulation No. || 25X1A 
dated 29 May 1951. 


Comments: 


Signatu 25X1A 


Jie 
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Z do yf concur an the proposed revielon of CIA Regulation vol | 25X1A 


dated 29 May 1951. , 


Cement & 


25X1A 
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Office Memorandum ¢ UNITED STATES 


TO : Advisor for Management DATE: 


Jt ¢ 
FROM : Comptroller » ev 
\ 
SUBJECT: CIA Regulations - Travel and Allowances of Military Personnel 25X1A 
1. Paragraph 6.7 of the Confidential Funds Regulations 
approved by the Director on 26 April 1951 provides that military 
personnel attached or assigned to CIA for duty may be paid 
travel, allowances and related expenses in accordance with Agency 
regulations applicable to civilian personnel where such regula- 
tions provide benefits substantially similar to or greater than 
the military regulations. 
2. Accordingly, it is recommended that the fir tence 

of Paragraph A (), Section 3, Agency Regulation No. be 25X1A 
deleted and the following substituted: 

Military personnel attached or assigned to CIA for 

duty ‘may be authorized travel, allowances, and 

related expenses in accordance with Agency regula- 

tions applicable to civilian personnel where such 

regulations provide benefits substantially similar 

to or greater than the military regulations." 

(Reference: Part K, Paragraph 6500, Joint Travel 

Regulations for the Uniformed Services, Effective 

1 April 1951) 

25X1A 


E. R. SAUNDERS 


CONFIDENTIAL re 
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ra SEGRE i 23 Webruary 1951 


MEMORANDUM FOR: CHIE, ADMINISTRATIVE SERVICES 
SUBJECT: Travel Orders for lield Travel 


REFERENCE : (a) Memorandum dated 4 January 1951 from Exectuive 
Officer/0SO to Chief, Admihistrative Services, 
same subject, 


(b) Revision to Par. 2b. (2) to Administrative 
: Instruction No, dated 14 February 1951, 


1. This office appreciates the prompt action taken in accordance with 
the request contained in Reference (a) relative to delegating certain authority 
to authorize travel to Chiefs of Field Stations, That memorandum, however, 
was an arently in error in that it diid not specify the necessity for Chiefs 
of large operational theaters embracing more than one political area to 
authorized Permanent Change of Station within the theater, It is obviously 
essential that the Chief of a large installation such as[__] be authorized to 
25X1A transfer individuals FCS from one location to another within his instahlation 
at his own discretion, 


25X1A 


2. It is suggested, therefore, that Reference (b) be reworded as follows: 


"1, b. (2) Chiefs of Missions (and Chiefs of Stations) outside 

the continental United States may authorized, approve, and 

issue travel orders for (Permanent Change of Station or) temporary 
duty travel within their theaters for employees under their 
jurisdiction, Such orders may provide for temporary duty travel 
beyond the theater, where clearance has been obtained from the 
apnropriate Division Chief, Chiefs of Missions (and Chiefs of 
Stations) may not issue orders for travel to or from the United 
States or for permanent change of station (outside the assigned 
theater )," 


FOR THE ASSISTANT DIRECTOR FOR SPECIAL OPERATIONS: 


25X1A 
Chief, Administrative Staff 


EAM/n eo 
ADMIN files — 


SECRET on 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO 
FROM 


SUBJECT: 


Advisor for Management DATE: 12 June 1951 


Chief, Administrative Services 


Change in CIA Regulation Number = 25X1A 
1, It is requested that the following paragraph be inserted 
in CIA Regulation Number [] under paragraph A(2): 25X1A 
Add paragraph (d) as follows: 
"(d) In connection with new appointees hired in the 
United States at places outside the Metropolitan area 
of Washington, D. C. for duty abroad, Form 36-207 will 
accompany "Confidential Funds Personnel Action", Form 


37~1," 


2o Present paragraphs (d) and (e) to be redesignated 
paragraphs (e) and (f) respectively. 


25X1A 
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Office Memorandum + umirEd sTATES GOVE 


TO : Administrative Officer DATR: Ji Jun 


25X1A 
FROM : Chief, Administrative Services 


SUBJECT: Request for Unvouchered Foreign Travel Orders 
25X1A REF  ; CIA Regulation | 


1. Upon receipt of this memorandum requests for unvyouchered 
foreign travel orders or amendments thereto will be submitted on Form 
36-207 , approved March 1951, "Request for Unvouchered Foreign Travel 
Orders." 


2. This form mst be filled out completely in accordance with 
the nature of the travel, in triplicate, and routed to the Transportation 
Division through Covert Personnel Division after necessary approval. 
25X1A 


Attachment: 
Form 36-207 
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DATE 


REQUEST FOR UNVOUCHERED FOREIGN TRAVEL ORDER 


NAME - : GRADE AND SALARY | TITLE OR RANK AND SERIAL NO, CHARGEABLE PROJECT 
[J STAFF ENPLOYEE OFFICIAL STATION OFFICE TELEPHONE 
CJ] STAFF AGENT 

RESIDENCE ADDRESS (IF STATIONED IN WASHINGTON! RES. TELEPHONE 


ITINERARY; (ALL TEMPORARY DUTY POINTS MUST BE SPECIFICALLY INDICATED.) 


JUSTIFICATION IN DETAIL: GENERAL STATEMENTS SUCH AS "OFFICIAL BUSINESS" OR "CONFIDENTIAL PURPOSES", ETC., WILL NOT BE 
ACCEPTED. IF PERMANENT CHANGE OF STATION SHOW NAME, AGE, AND RELATIONSHIP OF IMMEDIATE FAMILY AND SHIPMENT OF 
AUTOMOBILE, HOUSEHOLD AND PERSONAL EFFECTS. 


DURATION OF TRAVEL: 
FROM 
CHECK ONE FOR STAFF EMPLOYEE: 


Transportatton to be procured 


by Individual [J Justify: 


GOVERNMENT TRANSPORTATION | 


Transportation to be procured by Transportation Div. | 


MODE OF TRAVEL: COMMON CARRIER 


Airplane a Airplane cy 
Vessel | Vesse| | 
PRIVATELY OWNED AUTOMOBILE [___] Motor Vehicle [— ] 


ALLOWANCE FOR PRIVATELY OWNED AUTOMOBILE RECOMMENDED ON FOLLOWING BASIS: 


fa} cents per mile, not to exceed cost by common carrier. 


(b) cents per mile, as being more advantageous to the Government. JUSTIFY: 


SPECIAL PROVISIONS: (I.E., EXCESS BAGGAGE, 


EXTRA FARE TRAIN OR PLANE, 
etc.) 


DEFINE AND JUSTIFY: 


PER DIEM RECOMMENDED: 
DAY'S ACCUM. ANN. LV. [AS OF (DATE) 1, Employee (Ts, is not) to report to Hdaqrs. for days prior to home leave. 


2. Date of arrival at overseas station: 


APPROVALS (ALL CASES) 


APPROVAL (FOR CASES INDICATED) 


| | PERMANENT CHANGE OF STATION 
SIGNATURE OF INITIATING OFFICIAL 


i TRAVEL TO FIRST POST OF DUTY ABROAD — 
; TITLE 


| | RETURN FROM POST OF DUTY ABROAD 
SIGNATURE OF CONCURRING OFFICIAL 


SIGNATURE OF CHIEF, CPO TITLE 
: FORWARD IN TRIPLICATE AFTER APPROVALS ARE COMPLETED 


Hor Nos; 36-207 SECRET ica) 
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5 June 1952 
TOs ADDA (8) 
PORK: Senior Keview Committes Consideration and Aotion 
FROM, Task Force. 


SUBJECT: Use of Taxicabs and Private Automobiles 


Te Problom 


Ae Despite the relatively lerge number of offieial oars nmainteined 
by CIA, there is an scute transportation problem in the Washington area 
ocoasioned by tho following ctrounstances: 


le CIA staff employees aro located in more than 
twenty buildings im the metropolitan area, 


2. <A large number of enployens are required to 
maintain personel contact with persons in other govern» 
mont agencies in varlous parts of the metropolitan aren. 


$e There are an increasing number of off-site training 
&reas and meeting places being established which require 
constant travel by staff employeos to and from those sites. 


Be. The Confidential Funds ervlations and the CLA Regulations pro- 
vide for the use of taxis under certain circumstencen. However, agenoy 
regulations on the use of taxis are mors restrt ‘Live than those pres- 
eribed for other zovernuent agencies by tha Standardized Government 
Travel Reguletions as revised 1 October 1960, The question for considera- 
tion is how and to what extent agency regulations may and should be 
iiberslized. Aliso for consideration is the question as to what internal 
precedures and controls should be established to prevent unjustifiable 
use of taxicahs and at the same time permit reimbursement for necessary 
taxi expenses without undue expenditure of time and unnecessary docunen~ 
tation, (Attached hereto under Tab A sre varlous memoranda on the 
general problem). 


Iie Discussion 


4. The Confidential Punds Regulations provide in Seotion 6.6 for 
the use of taxicabs where scourity considerations require, if government 
transportation will not be availeble within a reasonable tins. CIA 
Regulation No» ellows the puse of taxicabs in order to mest urgent 
fixed appointments Of! to) transport \inusually bulky or delicate equipment, 
goverment transportation net Deine, Available. 

pomblbon eb 

B. These regulations were isaued prior te the enactment of Publis 

Law 830, 8ist Congress, dated 23 September 1950 and are more restrictive 


ae 2 or. fermen, 
rey i a NATE 
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than the provisions of that luw and the Kkevieed Standardized Government 
Travel Kegulations dated 1 Getober 1950, prescribed by the Lureau of 

the Budget, which now provide for the use of taxicabs and private auto- 
mobiles where such uso ig authorized or approved as "advantegeous to tho 
Government". The present agency regulations dv not take inte account 
various considerations which may make travel by tax}. advantageous for 

the Covornnent, as for example, the wilue to the Agenoy of the employee's 
time and the press of business in the omployee's of fico. 


Ge In view of the above, the Confidential Funda Regulations and 

the Cli Regulations should be amended to allow travol in or near on 

employee's post of duty by texicah where suoh trevel is determined by an 
Ayproving OLfLoer, the Chief’, Transportation Section, or the Chief of @ 

Field Station to be advantageous to the Goverment, A suggested refula- 

tion to xacomplish this, attachoad heroty as Tab Gy, would be substituted 

for paragraph A (8) of CLA Regulation [ ]and paragraph 6.6 of the 25X1A 
Confidential uads isgulations would be oliminated. 


De Jt appears that 1t would be Advantageous to the agency to 
authorize certain individuale to use their private autos on a mi leare 
basis where their duties require them to make repeated or frequent visite 
to suburban or out of tom training sitos, installations, or meeting 
pluosse It is suggested, howaver, that reimbursenents to individuals 
on a mileage basis be allowed only where the individual has bean issued 
& Travel Order. This reatriotion is based on valid considerations, vine, 
the abuse to which use of private cars on a milenge basis is easily 
subject, the greater convaniones of taxis in congested areas, and the 
excessive difficulty and expense of provessing mileage claims for mise 
cellansous urban travel. Not ealy would the vost of processing suoh 
mileage claims exceed the actual amount of' the cloins, but it appears 
probable that the time spent by the claimant ia doounenting claims for 
incidental urban travel on a mileage basis would exceed the time saved 
by the usa of such transportation in the first instance, 


He Some comment is in order as to tho question of the allowance of 
parking fee charges on mileage claims. When reimbursement 16 made at a 
sommuted rato por mile traveled, under the Standardi ,ed Government 
Travel Kegulations, parking charges may not be paid in addition. This 
restriction applies to the Covernnont generally and thore appears to be 
no reagon why CLA should alain an exception fox itself excopt in some 
specific inatanea where operational or security considerations are the 
cause of the expenses, in which case the parking fee might be allowed as 
& legitimate operational expense, but not as a travel item. ‘The mere 
use of @ private car to arrive at a dowtowm lccation would appear to 
be no justification for payment of parking charges, since pool cars, 
taxis and public transportation are available for such purposese 


Fe Wo exeeption to the genera}, rule respecting the use of private 


cars or the payment of yarling | feed, nppdars to be calied for where a 


~ 2 wo 


; 8 pstone a 
thy & % a B £, a : 

& in: oe ae 

ng: ae Raunt BD 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8 


= Salton ar emerge Motte ote : ie ern: E : a ee a) 


Approved For Release 2003/04/17 : CIA-RDP81 -00728R0001 00130011-8 


Hi 
: 


ett x i 
é . ye ! & 
TR Wen 


% 4 


A sae 
wt! ie 


particular CL installation is not im a usual taxl orulsing gona, LL 


there is CIA shuttlo services available fram that point or it is within 
walking dist-nuge of an active thoroughfare. 


Ge <A suggested Claim and Aeeaipt Chit form for tho submission of 
olaims for traval vy taxd 1s attached hereto as Tab C. 2s provided in 
Tab sy, the Comptroller would have tha authority to cstablish petty cash 
funda in the Transportation Udivision and slaowherse, for tt yayment of 
such claims. 


TIT. Conclusions and Lacommondations 


-\. The agency regulations respecting tho use ef taxicabs are more 
restrictive then is required by Standardized Government Travel Hegulations 
as revised 1 Getober 1950, and should vs amended per Ted f, 


Be in order to conserve its puol transportation fur use in urban 
aroa travel, the agency should issue travel orders allowing travel by 
privates car on a milengo basie for certain ladividuale whose duties re- 
quire frequent or geriodis visits to suburban or out of town training 
areas or meeting sited. 


U. Keimbursemunt on a mileage basis and/or parking fees should not 
generally be authorized in conneotion with ineidental urban travel, 
sinee such travel gan bo performed more oxpaditiously und economically 
by agency shuttles, pool oars, public trensportation or taxicab. 


Qe Im order to process petty alaims without wonecossary cost, a 
simplified Claim and Ressipt Chit (sample attached as Tab C) should be 
used and the claims paid from a petty cash fund. 


B&B. Such petty cash fund(s) should be maintained by the Transportes 
tion Division, or, if maintained elsewhere, the accountings should be 
reviewed by that Division, since they control all of ficial transportation 
available for local use and would be in best position to detect end pree 
vent abuse in connection with the uso of taxicabs om ae reimbursable bagias 


Chek rmary 


eo: ADDA (gz) 
Services (2) 
Gone Counsel 
os0 (2) 
ore (2). 
Hane gonent 
Comptroller 
Audit 
Finance 
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ye Norte eeRto Sa 


Proposed snendment « OLA Regulation | | 25X1A 


Incidental Travel ot Fosts of Lut 


Ay Ag a goneral rule, goverment or publio (street car, bus, ate.) 
trensportetion shall bo used for travel st an muployee's post of duty. 
Employees may travel by text or personsl outomobile, as provided in the 
Standard sod Goverment Travel Perulations, where suoh travel is 
authorized ox approved as advantageous to the Government, in terms of 
the press of busiaesx, relotive time and expense of the various mesus 
of transportation, value vo the fyenoy of the anployee's time, protection 
of sseurity, and other fastors. 


3. Peimbursement for travel by taxi without prior written orders 
shall be limited te the metropolitan area of an employee's post of duty 
except an way bs specially authorized oy approved in individual cases 
to meet emorgeney situations. heimbursement for travel by private autoe 
mobile shall normally be made only where the travel was made pursuant 
to a travel order or prior authorization, Zeimbursemunt for privates 
automobile travel shall be made on a mileage basis in lieu of eetual cost. 


Ce fzanoy orm Noe » "Claim and Receipt Chit" ary bo submitted 
for reimbursement for incidental travel by taxi or public transportation 
performed by an employes at his post of dutye To expedite the handling ; 
of such olsims, the Comptroller may establish petty cash funds in the 
Transportation Division and elsevhers for the processing of guch oleims. 


a es 

oar | a) Oe tii ake 
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Be, he Si ry 4a, eam 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8 


en aro 
. 21 Probstobe rand 
ne nan ms S VAS. 
Approved For Release 20038 "CR RD 8 \Ob7S8R 00100130011-8 Tir © 


ermeredeie. semen. 


ILLEGIB 


Spinal IRATE I, 


Roooivad § reprosenting reimbursement for 
uctual official expenses for: 


ORR A ip IO RL ans AER ED NAAR ai Mp Gene 
taxl, bus or stryetear 


Data Noe trips Amount 
(FRONT ) 


tT certify that I have not nor will I be reimbursed 
for the above expenses from any other source and thet 
such expenses were not incurred in travel botween 
home or places whore menls were taken, and places 


of auty.e dustifiention Por this expense ia shovm on 
reverse hereof. 


Approved Date Signature 


f7 i. Govornment transportetion not avellsble in 
reasonable time and urgent fixed appointment. 


Hf 2e Government transportstion not useable due 
seourity reasons. 
(BACK ) 
7/3 Other reasone vhy edvantes 


geous tO rovernment. 
(Specify) | 
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an GENERAL ACCOUNTING OFFICE 
WASHINGTON 25 
OFFICE OF 
COMPTROLLER GENERAL OF THE UNITED STATES 
IN REPLY QUOTE INITIALS 


Date: October 18, 1951 
ACCOUNTING SYSTEMS MEMORANDUM NO. 19 


SUBJECT; Reimbursement to Employees for Expenses Incurred in the 
Use of Taxicabs within Designated Post of Duty. 


1. Purpose. This Memorandum prescribes the methods of reim- 

bursing employees or officers of departments and establishments or 

others rendering service to the Government for expenses incurred for 

taxicabs when used within their designated posts of duty. Expenses 

incurred by employees when in a travel status including taxicab fares 
from station, wharf, or other terminal to either place of abode or place 
of business and vice versa, will continue to be reimbursed through the 
use of Standard Form No. 1012-Revised, Travel Voucher, in accordance 
with General Regulations No. 88 except that if a Standard Form No. 
1012-Revised would not be required other than for the purpose of secur- 
ing reimbursement for taxicab expenses, such reimbursement may be effected 
in accordance with procedures prescribed herein. 


2. Form Prescribed. The following form is prescribed for general 
use in the Goverment in connection with reimbursement of expenses for 
taxicabs when used within designated post of duty or when not subject 
to veimbursement on Standard Form No. 1LO1L2-Revised:. 


Standard Form No. 1164 ~ Claim for Reimbursement for Taxicab 
Expenses 
(Printed on white paper - size 8" by 5") 


Standard Form No. 1164, Claim for Reimbursement for Taxicab Iixpenses, will 
be maintained by employees as a: record of expenses incurred for taxicabs. 
Ae trips are made, the employee will enter on the form the date ,» points of 
origin and destination, fare and tip for each trip. ‘The receipt section 
in the lower left-hand portion of the form will be Bigned. by the payee 
only when payment is made to him by an Agent Cashier or Imprest Fund 
Cashier in accordance with paragraphs 3a and 3d below. iWhen the form 

is filed directly with a disbursing officer in accordance with para.raphs 
3b and 3c, the acknowledgment of payment will not be signed. 


(ahh ieenametin sninamnmneenenm eth tee ae 
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@. In those agencies where an agent-caghier has been au- 
thorized to make reimbursement for taxicab faves the employee 
will present the signed and approved Standard Forn No. 116), to 
the agent-cashier for immediate reimbursement. The agent-cashier 
will periodically summarize a number of such forms on Standard 
Form fo. 1129, Voucher for Petty Purchases » prescribed by General 
Kegulations No. 103. The voucher, together with Standard Porne 
No. 116 will be submitted to the fiscal office of the agency in 
accordance with established procedure and after certification will 
‘be forwarded to the disbursing officer for reimbursement to the 
agent-cashier. If an approved voucher and schedule of payments 
is in use in the agency, Standard Forms No. 116} may be used as 
sub-vouchers thereto without the use of Standard Form No. 1129 
or any other voucher form, 


b. In those agencies where an approved voucher and schedule 

of payments is being used and an agent-cashier has not been desig- 

nated, Standard Forms No. 1164 will be completed as in paragraph 

2 above and may be summarized by individual and used as supporting 
sub-vouchers for the voucher and schedule of payments. The schedule 

and supporting documents will be processed in the same manner aa 

is now in effect. In any case where an approved voucher and schedule ; 
of payments is used it will not be necessary for the authorized 
certifying officer to certify individual Standard Torms No. L164 

nor will it be necessary for these forms to bear voucher payment 
' information, 


c. In those agencies where an agent-cashier has not been 
dealgnated and the voucher and schedule of payments is not author- 
ized, reimbursement may be accomplished by having each individual 
who incurs taxicab expenses prepare a Standard Form No. 1129 sun- 
marizing thereon a number of Standard Forms No. 1164, 


d. A Regulation for Small Purchases Utilizing Imprest Funds ts 
being considered for issue in the near future. When such funds have 
been established in an agency, reimbursements for taxicab expenses 
may be accomplished in accordance with those regulations. 


¢. Standard Forms No. 1129 ov voucher and schedule of paynents 
prepared in accordance with the above, may be filed for reimburse-~ 
nent as frequently ag necessary, but preferably on a monthly basis 
so that administrative processing and the issuance of Treasury checks ° 
in small amounts may be kept at a minimum. 


4, Certification. Standardized Government Travel Regulations pro- 
vide that when taxicabs are used by employees within designated posts of 
duty, such usc must be authorized or approved as advantageous to the Govern+ 
ment. etandard Form lo. 1164 preseribed herein contains the necessary 
certifications to be signed by the employee and the approving official. 
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5. Supply of Forms. Each department, establishment or agency. - 
do requested to make requisition upon the General Services Aduinistra- 
tion for a supply of the Standard Form No. 1164 herein prescribed which 
ta estimated to meet its needs. 


6, ‘The provisions of General Regulations No. 88, Sacond Revision, 
dated November 7, 1950, and General Regulations No. 103, dated May 2, 
1945, inconsistent herewith will be ~ in the ngan future. 


Comptroller General. 
of the United States 
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f ; ATANDARD FOUN NO, t104 CLAIM FOR REIMBURSEMENT 


Form prensuribed by 


Comptratloer General, U8, FOR TAXICAB EXPENSES 


Subvoucher Now... ie cccccscecseeeas 


dt ee Tee ee eee eee ee ee ee err ee re 


For traval on offictal business vila taxicab: 


| 
| 
| 


TOTALS 


I certify that this claim ts correct and projwr tind 
that payment or credit has not been receloud.’ 


I have determined that the above travel by taxtcab was 
advantageous to the Government. 


IP ie tr etcecanmomcnsenwceancarons fee ceemem tenn sense swan ns sawn ee ates en een ene ee eka E he ak abated cn ne bh eninen vans cenacutes 


Payment recetved from Cashier: * seetselecn enna cece etunsncneseeasarseeeaetasnccarantacnseessnseumssces Sasaoes 


rr he ee ee re i Sr ne rene a banconen ACCOUNTING CLASSIFICATION 

f * Vor use only when payee svourss reimbursement from 

Agent Cashter or Toaprest Fund Cashier. 

a ‘i 

: 
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Office EN0VANAUN + UNITED STATES GOVE 
} al 
TO : Deputy Director (Administration) “DATE: 12 April 1951 
FROM : Advisor for Management 
SUBJECT: Revision of CIA Regulation nf |, Transportation. OBX1A 


1. Attached is a revised draft of CIA Regulation No. 25X1A 
Transportation. All changes are indicated by brackets * 


2. This revision effects a number of procedural changes and 
does not change Agency policy on the subject of transportation. 


3. Recommend approval. 


Attachment 
Z \ 


APR 16 t9Bt 
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20 March 1951 


MEMORANDUM TO: Advisor for Management 


FROM : Deputy Personnel Director 
SUBJECT : Amendment of Agency Regulation 
25X1A 
1. In accerdance with attached memoranda, it is requested 
that Regulation A(&)(c)(1) be revised so that the fifth 25X1A 
line reads: "after appropriate certification by the Medical 
Office", 


20 It is not believed necessary to issue any notice 
advising of the specific changes in procedure since permits 
are requested in writing and instructions can be furnished 
individually as to time and place of testing. 


25X1A 
iinel. 
Memo 3-7-51 
Memo 3-17-51 
is Phyaag os 
aye 
ws 
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Office Memorandum + onirep states GOVERNMENT 


TO : Deputy Personnel Director DATE: 17 March 1951 
FROM : Deputy Chief, Administrative Services 


SUBJECT: Driver Testing Program 


1, Reference your memorandum dated 7 March 1951 suggesting 
that the Services Office assume full responsibility for necessary 
testing and issuance of CIA Drivers Permits » in accordance with 


Administrative Instruction = 25X1A 


2. This office agrees that the performance on the "Directions 
Test", is not a factor to be used in determining whether or not a 
permit is issued and recommends that this particular test be dis+ 


continued, Furthermore, we agree that the practice referring 
25X1A candidates as for the purpose of completing the "Past 
Performance Test" Is inconvenient ond time consuming, therefore, 
this office interposes no objection to assuming responsibility for 
the complete function of arranging for issuance of the Drivers 
Permits, 


3. The Transportation Division of the Administrative Services 
Office will be charged with this responsibility effective 21 March 1951 
and if you will arrange to forward to that office the complete records 
on previous permits, together with a supply of "Drivers Past Performance 
Test" forms, we will be in a position to carry on this function, ° 


4. The proposed procedure to implement this operation will be 
to. have applicants report to 214-8 North Building where arrangements 
will be made for an appointment for a physical examination and upon 
Teceipt of results of such examination, applicants will then be re~ 

25X1A ferred to the [TT SS—=sdi where they will be given the drivers 
test and required to execute the "Drivers Past Performance Test", 


25X1A 
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7 March 1951 


MEMORANDUM TO: Services Officer 
FROM : Deputy Personnel Director 


SUBITOT : Driver Testing Yrorgram 


1. AS a result of review of our present driver testine program , 
it has been suggested that the procedure of referrine candidates for 
GIA Operator Permits to the Testing Branch, Personnel Division (0) be 
discontinued and that certification by the Chief of Testing as to the 
candidate's qualifications no lonrer he required, 


2. This sugpestion is based on the following facte: 


(a) Performance on the Directions Test is not a factor 
in determining whether or not a permit is pranted, 
While it is believed desirable to contime employ- 
ment testing of applicants for chauffeur and truck 
driver positions to obtain some estimate of their 
mental abilities, it is not believed necessary to 
continue administering this test to employees who 
are required to obtain CIA permits. 

(b) The Past Performance Test is in actuality not a 
test but an inquiry into the candidate's experience 
in operating various classes of vehicles under dif- 
ferent weather, terrain, and traffic conditions as 
well as into his history of arrests and accidents. 
Administration of this test does not reavire the 
services of a trained test administrator and could 
be conducted in the Services Office, possibly just 
prior to road testing. 25X1A 

(c) The practice of referring candidates to the 
Street location for the punpose of taking the Di- 
rections Test and of completing the Past Performance 
Tests is inconvenient for the candidate and quite 
time consuming. 


3. It is therefore recommended that the Services Office assume 
full responsibility for the proper issuance of reauired permits, con= 
tinuing to utilize the present procedures for medi.cal examination. 
Complete records on previous permits will be furnished your office by 
the Porsonnel Division (0). 


h. Your comments and recommendations on this suggestion will he 
appreciated, 


- Py" 


: : ee: Chief, Personnel Division (0) COPY 
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| ! Office Memorandum + ontrep states GOVERNMENT 


TO : Advisor for Management DATE: ll) February 1951 


ATTENTION: Mr[-__—sds 
25A1A FROM : Chief, Administrative Services 


SUBJECT: Administrative Services Regulations 
1. Submitted herewith, per your request are the regulations 


pertaining to Administrative Services activities for inclusion in 
the CIA Regulations Manual. 


25X1A 


W.L. PEEL 
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Le : new ee 
Security fnfornet 


MEVORANDUM VOR: Deputy Director (Administration) 28 February 1952 


SU PIECT 


Reduction in Cable Traffic Load and Delays in Trans— 
mission of Commmications Ixy pouch. 


1. PROSLEMS: 

a. Reduction in cable traffic load by use of other media, particularly 
aircrams. 

b, Means of expediting communications transmitted by pouch. 


é. FACTS BEARING ON THE PROBLEMS: 
a. Cable Traffic: 

(i) The major portion of time consumed in processing a cable is due 
to encipherment and decipherment. 

(2) Airgrams are transmitted by open international eir mail or by 
diplomatic pouch. 

(3) Transmittal of classified material of this Avency (now sent by 
cable) by airgran via international air mail would require encipherment and 
thus the load on cryptographic personnel would not be lessened. 

(4) Transmittal by pouch of airgrams (to be termed pouchrrams) is 
under study fime will be saved in distribution at 


destination because of its multiple address capability. (25 X1A 


will make this the subject of a separate report. 

(5) Cable traffic is now being handled on a current basis as a result 
of action already taken, 

(6) There are deily traffic peaks between 1530 and 2130 hours, particu- 
larly so on Thursday and Friday. 

(7) Adequate use is not made of "Deferred" precedence cables, 

b. Pouch Transmission: 

(1) Processing and coordination delays in handling pouch materials 
and pouches within this Agency are largely responsible for the excessive time 
between preparation and receipt of documents transmitted by pouch. 

(2) OSO, OPC, and Commo. (for whom 98% of pouch material is dispatched) 
express satisfaction with present courier service, 

(3) Yhe question of establishing a separate CIA courier service has 
ariser in the past but its feasibility as a time saver is most doubtful and a 
defir se probability exists that present security would be jeopardized, 

(.) No one office is now responsible for dispatch and receipt of pouch 
material, =e 


3. DISCUSSION: 
a. Cable Traffic: 

(I) The tendency to greater verbosity in airgrams would probably increase 
cryptographic load on Signal Center if these were sent by international air mail. 

(2) While no backlog now exists on cable traffic in the Signal Center, 
its personnel could be used to greater advantage if the traffic load were better 
distributed throughout the day and week. 

(3) There is an inclination to utilize a considerable proportion of 
the day in preparing and coordinating a cable and then rushing it out at day's 
end, There is also the tendency to "clear the docket" before a weekend. Opera~ 
tional efficiency requires curbing these tendencies. 


SECRET 


Security Informatio? 
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Security Information 


b. Pouch l'ransmissions: 
(1) Vixine of responsibility in one office for the dispatch, receipt 
and method of handling of pouches will obviate many delays and errors, 
(2) The Records Integration Staff, O80, is prenered to handle receipt 
and dispatelh of overseas pouches and pouch material. This is the office of 
primary interest. 


li. CONCLUSIONS: 
@. Cable Traffic: 

(I) That further consideration of the use of airsrans should be dis- 
continued in connection with open international air mail. 

(2) That, while cable traffic is now current, other means can and 
should be employed to increase CLLELCLENCY , 

b. Pouch Transmission: 

(I) ‘that responsibility for receint and dispatch should be vested in 
one office and that office is the Records Integration Staff, OSO. No exception 
should be made to this unless snecifically prescribed by the DCI. 

(2) That the responsibility for »roviding couriers between offices 
of this Azency and Records Integration Start, also between the latter and 
appropriate foreign courier service, remain with the Chief of General Services, 


Le RECOMIEMDAT TONS: 
a. That the attached notice (Annex I) be sent to all offices of CIA. 
b. ‘That the attached regulation (Annex II) be published and placed in 

effect immediately, 


25X1A 


Special Assistant to the DD 
ANITEXES : 


I Proposed notice reference cable traffic. 
II Proposed regulation reference transmission of documents by pouch, 


CON CURREN GE: 


DEINE 


Deputy Director 
(Plans) (Administration) 


APPROVED -"SESAPPROD. 


WALTER B. SMITH 
Director, Central Intelligence 


SECRET 


Security Information 
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20 February 1952 


MEMORANDUM FOR: Special Assistant to DD/A 


SUBJECT s Proposed Regulation No. [ Transmission of 25X1A 
Documents by Overseas Air Pouch. 


1. In compliance with your request, attached is a proposed 
Regulation concerning the transmission of overseas air pouches» 


20 You will observe that this Regulation does not include 
detailed procedures such as method of wrapping, manner of address- 
ing, etc. Discussions with representatives of the covert offices, 
which account for approximately 96 per cent of all material 
transmitted by pouch, convinces us that it is simply not practicable 
to spell out such procedures for Agency-wide application. In 
addition, such a publication, if it were to be at all useful, would 
reveal information of operations of the Agency components under the 
jurisdiction of DD/P on a mch wider basis than the "need-te-know 
principle would require. 


25X1A 


W. L. PEEL 
Chie’, General Services 
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SECRET 
SECURITY INFORMATION 


| 
| . 

| CENTRAL INTELLIGENCE AGENCY REGULATION 7 | |. 25X1 
4 March 1952 

Hl 

. 


7. TRANSMISSION OF DOCUMENTS BY OVERSEAS AIR POUCH 


! A. The Records Integration Staff, Office of Special Operations, is designated as the sole Agency 
control point for the receipt and dispatch of all overseas air pouches, except when other chan- 
nels have been specifically prescribed by the Director of Central Intelligence. 

f 


B. The Chief, Records Integration Staff, is responsible for: 


(1) Establishment of appropriate procedures to be followed in sending or Paceivine material 
by pouch, 


(2) Selection and designation of channels to be used/for material sent by air pouch,/ 


(3) Assignment of indicators, where necessary; for Deg IOne or special routing of Douch 
material. . 


(4) Prescribing measures to be employed to preserve security, including the determination as 
to whether material will be forwarded to the Records Integration Staff unsealed in order to 
ascertain conformity with security requirements, or sealed and accompanied by a certifi- 

cate from the releasing officer to the effect that the pouch contains only official: government 
business, does not contain contraband material and that the contents do not violate security 
pis iennieds maebet 


priggumants ing sent ouerceas Aube Le-8-/ 

C. It will be the responsibility of the Chief, Administrative Service, to provide CIA couriers for 
transporting pouches between the originating Office and the Records Integration Staff, and 
between the latter and appropriate Foreign Courier Service. 


D. It is not practicable to publish detailed pouching procedures for Agency-wide application 

since method of wrapping, manner of addressing, channel to be used and necessary security 

measures will not only vary with the overseas area and the Office concerned, but will also 
change from time to time. Nor is it desirable from a security standpoint to do so since such 
publication, to be of real usefulness, would cause an unnecessary disclosure of sensitive 


information. 


E. When material is to be sent or received by pouch, it will be the responsibility of the Office 
head concerned or his designated representative to make necessary arrangements with the 
Chief, Records Integration Staff, regarding specific procedures, channels, indicators, se- 
curity precautions, etc., to be employed. 


(1) When material of the same type is to be pouched on a continuing basis, the Chief, Records 
Integration Staff, may assign a specific routing indicator for exclusive use of the Office 
concerned. 


hei: 
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CENTRAL INTELLIGENCE AGENCY REGULATION _ aan 25X1 
Nee 
4 March 1952 


(2) Once a procedure has been established for the use of a particular Office, the Office head 
concerned will issue appropriate instructions, as necessary, for the guidance of his 
_ Personnel: engaged in the preparation of pouches or pouch material, 


F, In order to peduces so far as possible, delays in the transmission of documents by pouch, the 
following action should be taken: 


(1) Processing and coordination time, while documents are in the hands of CIA officials, 
' ‘should be kept to the minimum. 


(2) Outgoing pouch material should be routed to the fewest possible persons for coordination . 
- consistent with proper supervisory: control and operational and security requirements;::: - 4 


(3) When necessary to expedite the coordination of urgent or important documents for pgneur 
ing, special messengers should be utilized, 


'(4) Documents should be pouched and forwarded promptly. The practice of holding documents 
for the preparation of pouches on a periodic basis is not to be followed, 


G. Each Office concerned should instruct its field fepresentatives in accordance with the appli- 
cable portions of this Regulation in order that the greatest speed possible may be achieved, 
in the field as well as at headquarters, in the processing, coordination and dispatch of pouch 
material. 
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